Bonner County

Personnel Policy and
Procedure Manual

Adopted by the Board of County Commissioners



Adopted by Board of County
Commissioners

This policy is current with amendments and
was last amended on: 7/5/2022.

BONNER COUNTY PERSONNEL POLICY AND PROCEDURE MANUAL

This personnel policy is not a contract. No contract of employmentwith Bonner County

will be valid unless it is expressly approved by the Board of County Commissioners and

unless it is signed by and contains the name of the specific employee who would be
benefited/obligated by the contract. Notwithstanding anything said or written by a

supervisor, department head and/or elected official, no contract of continued

employment shall be implied. Elected official and un -elected department head

may only adopt department specific personnel policies after they have been

reviewed by the Human Resources Department and approved by the BOCC

as being consistent and compatible with the
Policy. Any department -specific policies which have not been reviewed by

HR for compatibility and compliance with the
Policy and approved by the BOCC are deemed void and of no effect.

Employees of Bonner County are at-will, which means either the employee or

Bonner County may end the employment relationship at any time and for any reason.

Only the Board of County Commissioners may alter the at-will employment

relationship.

The policies and benefits outlined in this policy manual are subject to change at any
time, without prior notice. Changes may be made in the sole discretion of the Board of
County Commissioners.



LEGAL COUNSEL for Bonner County are not covered by the generally
applicable disciplinary provisions of this Policy Manual. Pursuantto the Idaho
Rules of Professional Conduct,employed legal counsel serves at the pleasure of
the client. Nonetheless, no legal counsel employed by Bonner County shall be
dismissed from employment or demoted with an attendant reduction in pay for
unlawful discriminatory reasons as noted elsewhere in this Policy Manual.
Legal counsel believing that he/she faces termination from employment or
demotion with an attendant reduction in pay for unlawful discriminatory
reasons or because of allegations requiring the opportunity for a name-clearing
hearing shall be given an opportunity to be heard regarding these allegations as
noted elsewhere in this Policy Manual entitled, A Op p o ityt ta be Heard on
Assertions of Discrimination and Name Clearing

PURPOSE

The purpose of this Policy Manual is to establish a safe, efficient and cooperative
working environment, to establish the responsibilities and level of performance expected
of all County employees and to explain benefits provided to County employees. This
policy manual is not to be construed as a contract of employment and is not
intended to specify the duration of employment or limit the reasons for which
an employee may be disciplined or discharged. This policy manual creates no
rights, contractual or otherwise, on behalf of employees of Bonner County.
Employees of Bonner County remain at-will at all times.
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THE ORGANIZATION IN WHICH YOU WORK

Working for Bonner County may be somewhat different from any employer for which
you may have worked in the past. Bonner County is a political subdivision of the
State of Idaho, though it is not a part of state government. The Board of County
Commissioners (three elected officials) serves as the governing body for Bonner
County, carrying out local legislative duties and fulfilling other obligations as provided
by law. The Board of County Commissioners is the general policymaker for Bonner
County, and as such, has primary authority to establish terms and conditions of
employment with Bonner County. The Board of County Commissioners also
appoints personnel to help carry out its administrative responsibilities.

As with all elected public officials, the Board of County Commissioners is ultimately
responsible to the voters of Bonner County. The terms set forth herein reflect County
policy at the time of its printing, but they are subject to change at any time, without
prior notice, and at the sole discretion of the Board of County Commissioners.

This Policy Manual is to serve as a guide for the Bonner County management in the
administration of clear and consistent personnel programs throughout the County.
Each employee will receive either a paper or electronic copy of this manual and
it will be his/her responsibility to keep it up to date as revisions are supplied. Copies
of this manual will also be available in the Human Resources Office. The terms set
forth in this manual reflect County policy at the time of its printing, but they are
subject to change at any time, without prior notice, and at the sole discretion of the
Board of Commissioners. Substantive revisions of this manual are adopted by
resolution of the Board. This Policy Manual is not a contract between the County
and its employees. Employees may make suggestions for changes to this manual
in writing to the Board of Commissioners.

Only the Board of County Commissioners has authority to establish general

policy for Bonner County employees. Any department -specific policies which

have not been reviewed by HR for compatibility and compliance with the

BOCCbs master Personnel Policy and approved by
void and of no effect. Employees of Bonner County are at-will, which means

either the employee or Bonner County may end the employment relationship at any

time and for any reason. Although an employee may work in the office of an Elected

Official, he/she remains an employee of Bonner County, not of the official who

supervises his/herwork. The terms and conditions set forth in this Policy Manual, and

in the resolutions and policy statements which support it, cannot be superseded by

any other El ected Officialés written or ver bal st a
without the express written agreement of the Board of County Commissioners,

including terms or conditions which would establish a financial obligation for Bonner

Organization in Which You Work Page |



County, now or in the future. These policies apply to all employees of Bonner
County. Individual departments may have their own policies and procedures that
provide additional direction to employees or expectations and procedures unigue to
that department. However, these policies must not conflict with the general County
policies set out in this handbook and, if they do, the Board of County Commissioners
must approve the differences. In the event of a conflict, the policies in this Bonner
County Personnel Policy and Procedure Manual govern. Specifically, if there is a
conflict between the at-will provisions of this Policy Manual and policies of an
El ected Official t hat suggest ifor -wilauseo
practices of Bonner County generally, and the at-will provisions of this Policy
Manual, govern. Consistent policies and practices are in place for the efficient use
of County resources.

Six other Bonner County officials are elected by the C 0 u n tvotedssto carry out
specific public functions. These include the Sheriff (chief law enforcement officer),
Prosecutor (prosecutes crimes and provides legal counsel), Assessor (determines
property values and administers property taxation system), Treasurer (ex officio tax
collector and public administrator), Clerk of the District Court (ex officio auditor,
recorder and clerk of the Board of County Commissioners), and Coroner
(determines causes of deaths in the County). These Elected Officials have full
authority to carry out the duties established for their offices by law. They can
appoint deputies to assist them in carrying out their responsibilities, and they
establish office policies which govern the conduct of workers in their respective
departments. These policies must not conflict with general County policy or, if they
do, the Board of County Commissioners must approve the differences. In the event
of a conflict, the policies and procedures in this Policy Manual govern.

In accepting employment with Bonner County, each employee shall be required to
comply with these policies and the policies and procedures of the department in
which he/she is employed. Employment with the County is at-will, regardless of the
position hired into. This means either the employee or Bonner County may end the
employment relationship at any time and for any reason.

It is important that all employees understand the relationship between County
policy adopted by the Board of County Commissioners and department
policy implemented by other Elected Officials. Employees should direct any
guestions on this to the Director of Human Resources and Risk Management.

Organization in Which You Work Page |



Compliance Policies Policy No: 100

Supersedes Policy Date: January 15, 2013

Revised Effective Date: August 30, 2016

100.

100.1

100.2

COMPLIANCE WITH EMPLOYMENT LAWS

Bonner Countyds policy is to comply

statutes, regulations, ordinances, and policies regarding employment. This
includes but is not limited to Title VII of the Civil Rights Act of 1964, the Americans
with Disabilities Act as amended by the ADA Amendments Act of 2008, the Family
Medical Leave Act, the Idaho Human Rights Act, the Fair Labor Standards Act as
amended by the Equal Pay Act, the Idaho Wage Claim Act, the Health Insurance
Portability and Accountability Act, the Age Discrimination in Employment Act, the
Fair Credit Reporting Act, the Employee Retirement Income Security Act, the
Consolidated Omnibus Budget Reconciliation Act, the Genetic Information
Nondiscrimination Act, as well as various state and local codes and ordinances.

The HR Department has supervisory authority over all Bonner County
departments as to the interpretation and application of Federal and State
employment regulations.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

Bonner County is committed to a philosophy of equal employment opportunity. That
means that all employment decisions, including hiring, promotion, wage
classification and other terms, benefits or conditions of employment, transfer,
training, discipline, and termination, will be made without regard to race, color,
religion, sex, pregnancy, age, national origin, retaliation for protected activity,
mental or physical disability, veteran status, or other statuses protected under
federal, state, and local law. Employees are expected to adhere at all times to this

policy.
REASONABLE ACCOMMODATION

In compliance with both Title VII of the Civil Rights Act and the Americans with
Disabilities Act, as amended, Bonner County is committed to providing qualified
applicants and employees with reasonable accommodation, either for a mental or
physical disability, or for a sincerely held religious belief that conflicts with their
work, absent undue hardship. Requests for accommodation should be made
verbally or in writing and should be submitted directly to the Director of Human
Resources. Requests should include an identification of the requested
accommodation as well as the conflict or job function that poses the need for
accommodation.

Once the Director of Human Resources receives such a request, that individual or
their designee will engage in an interactive process with the applicant or employee,
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100.3

100.4

100.5

and may additionally include the supervisor and the individual 6 s physi ci an i

interactive process. If additional medical clarification is required, the Director of
Human Resources will obtain a medical release and will work directly with the
physician regarding that request. Any failure by the applicant or employee to
participate in this process or to provide necessary information may delay the
request for accommodation. The accommodation granted may be any
accommodation that is effective and allows the employee to meet the essential
functions of their job. The County will assess whether any requested
accommodation will cause an undue hardship. For individuals with physical or
mental disabilities, the County will also assess whether the employee poses a
safety or direct threat to themselves or others.

VETERAN'S PREFERENCE

Bonner County will accord a preference to employment of veterans of the U.S.
Armed Services in accord with provisions of Idaho Code Title 65, Chapter 5 or its
successor. Inthe event of equal qualifications for an available position, a veteran
or family member who qualifies for preference pursuant to I.C. § 65-503, or its
successor, will be employed. Under certain circumstances, the widow, widower,
spouse, or parent of a veteran may also be entitled tov e t e rpeeferénee
pursuant to I.C. § 65-503.

PREFERENCE FOR HIRING FROM WITHIN

Qualified individuals who are already employees of Bonner County may be given
preference over outside applicants to fill vacancies in the work force. Internal
applicants must comply with the pre-hiring practice procedures and submit an
application for consideration for any internal posting.

EMPLOYEE SELECTION AND ONBOARDING

Bonner Countyds obligation and commitment

state, and local statutes, regulations, ordinances, and policies regarding selection
and onboarding of employees. Employees of Bonner County are to be selected and
on boarded in a manner that accomplishes the legal and operational duties
established by law and by the policy choices of the C o u n tBjeéted Officials.
Although the Board of County Commissioners is responsible for setting general
County employment policy, including establishing and overseeing compliant
selection and onboarding policies and practices, individual Elected Officials
have authority to select employees based upon consideration deemed
appropriate to accomplish the public goals for which they were elected.

Each Department Head and/or Elected Official agrees that all newly selected
applicants must fully comply with the Pre-Hire and Onboarding Practices policy
(Policy No: 200) in order to assure
employment laws. Applicants who do not comply fully with that policy will not be
funded and hired as a County employee until that process is complete.
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100.6 HIPAA COMPLIANCE

Bonner County is committed to following the Federal Privacy Rules, Title XI/42
U.S.C., 1301 (et. seq.) the Health Insurance Portability and Accountability Act
of 1996 (HIPAA), an amendment to the Employee Retirement Income Security Act
(ERISA) under the Department of Health and Human Services requiring that a
Privacy Compliance Officer be appointed who has the duty and responsibility of
developing and implementing a Privacy Plan and its associated privacy and
procedures policies, and in overseeing, training, and informing designated
Privacy Contacts for the purpose of protecting privacy and security of health
information and establishing unique health records. The Human Resources
Director has been designated as the Privacy Compliance Officer.

100.7 IMMIGRATION REFORM AND CONTROL ACT

Bonner County is committed to compliance with the Immigration Reform and
Control Act. Individuals must complete Section 1 of the Employment Eligibility
Verification form (1-9 form) at the time that they complete the Onboarding Process
with Human Resources. All employees must complete the remaining sections of
the 1-9 form within three (3) business days of employment, and failure to complete
the remainder of the form will mean that the employee may not continue to work at
Bonner County. Bonner Countyd6s Humah Resource
form. Additionally, in compliance with Idaho Executive Order 2009-10 and
subsequent guidance, as well as a matter of best practices, Bonner County is an
E-Verify employer, which means the County submits information to the federal
government to match new hires with government records to ensure that the new
hire is authorized to work in the United States.

100.8 JUDICIAL CONFLICT

The Clerk of the District Court is a Judicial Office. As such, there are times when this
policy and procedure manual and the duties and responsibilities of that position could
be in conflict with judicial procedures. In those instances, the duties and
responsibilities of the judicial functions of the office of the Clerk of the District Court
will take precedence over those policies established by this policy and procedure
manual. The Clerk of the District Court will notify the Board of County Commissioners
of any conflicts.

100.9 NEPOTISM / HIRING OF RELATIVES

No person shall be employed by Bonner County when said employment would
result in a violation of provisions found in Idaho Code, including but not limited to
I.C. 8 59-701 et. seq., I.C. 818-1359 and their successors. Any such appointment
made in violation of these sections may be void. The appointment or employment
of the following persons is prohibited:

1 No person related to a County Commissioner by blood or marriage within the
second degree shall be appointed to any office, position, employment or duty;
and
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1 No public servant, including Elected Officials and employees, shall appoint or
vote for the appointment of any person related to him/her by blood or marriage
within the second degree to any office, position, employment or duty.

An employee whose relative is subsequently elected may be eligible to retain
his/her position and pay increases as allowed in I.C. 818-1359(5).

In addition:

1 No employee of Bonner County shall hire, supervise or otherwise exercise
discretion concerning a paid employee who is a spouse.

1 No employee of Bonner County shall hire, supervise or otherwise exercise
discretion concerning a paid employee who is related to the supervisor within
the first degree of affinity or consanguinity.

1 No employee of Bonner County shall hire, supervise or otherwise exercise
discretion concerning a paid employee who is related to the supervisor within
the second degree of affinity or consanguinity pursuant to State law (1.C.18-1359
or its successor).
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Pre-Hire and Onboarding Practices Policy No: 200
Original Date: January 15, 2013
Revised Effective Date/BOCC Approval: May 26, 2020

200. PRE-HIRE AND ONBOARDING PRACTICES

200.1 ADMINISTRATION

The authority and responsibility to select Bonner County applicants for hire is

vested with the Department Head and/or Elected Official responsible for the

supervision of the individual. All hiring and onboarding of any selected applicant

shall be subject to budgetary authority approved by the Board of County

Commissioners and subject to full compliance with the Pre-Hire and Onboarding

Practices adopted for the County by the Commissioners and carried out by the

Human Resources Department. Each Department Head and/or Elected Official is

responsible for assuring full compliance with this policy, and the Department Head

and/ or El ected Officialds failure to fully <co
applicant not being allowed to begin work as an employee for Bonner County.

200.2 PRE-HIRE APPLICATION PROCESS

1. The decision to create or re-create a position is made by the Board of County
Commissioners. When an employee separates from Bonner County, the
position from which they separated is automatically eliminated. The Department
Head and/or Elected Official may request, where sufficient budget authority
exists, as certified in writing by the county clerk that the Board of County
Commissioners formally both re-create the position and fill the re-created
position with an applicant of the Department
choice, subject to complete compliance with this policy. The Board of County
Commissioners reserves the right and retains its power not to re-create a
vacated and automatically eliminated position. The Human Resource Director
has the delegated authority to approve a re-created position and shall advise
the BOCC of her decision. During the period in which a de-occupied position
remains vacant the Clerk shall make journal entries monthly reflecting a wage-
payment expense in an amount identical to the last wage-payments made to
the last occupant of said position. The purpose of this journal entry is to remove
spending pwer from the department in an amount equal to the period the
position remains unfilled. This practice furthers the overall policy of the BOCC
of reducing A-budget inflation caused by fully financed unfilled positions. Prior
to recruitment for an approved newly created or re-created position, the
Department Head and/or Elected Official shall submit to the Human Resources
Department a current job description, staffing requisition with a proposed
schedule to fill the proposed position along with a proposed closing date for the
position.
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2. Vacancies for employment in Bonner County shall be announced by the Human
Resources Department in the following manner:

a) Promotions or transfers within the Department will be considered first. The
Human Resources Department will send an email to all department
employees regarding the internal posting. Internal applicants will be
advised to submit an application using the approved Bonner County Human
Resource program and/or system.

b) If no internal qualified employee submits an application, the Human
Resources Department will post the opening on its bulletin board, website,
and with the Bonner County office of the Idaho Department of Labor. The
Human Resources Department, in consultation with the Department Head
and/or Elected Official, may post the position using other recruitment
sources as necessatry.

c) Each applicant for a posted position shall complete a Bonner County
employment application using the approved Bonner County Human
Resource program and/or system. Additional application information may
be required for certain positions, subject to review and approval by the
Countyédés | egal counsel. All fully compl et e
be maintained by the Human Resources Department to assure compliance
with various laws and regulations.

3. Applications will then be forwarded to the Department Head and/or Elected
Official by the Human Resources Department for review, screening, and
potential interview. No applications will be considered after the closing date for
the posted position.

4. The Department Head and/or Elected Official or their designee will conduct
interviews to determine the qualifications and experience of the applicant.
Interviews should encompass a similar scope of questioning for all applicants for
a similar position.

5. Once the Department Head and/or Elected Official selects a candidate for
conditional hire, they will send the applicant a written conditional offer letter,
using the approved human resource template, which will condition employment
on successful completion of various job-related screens, references,
background and other tests for the specific position, as well as completion of
the Onboarding Process with the Human Resources Department. The
Department Head and/or Elected Official shall copy the Human Resources
Department on the conditional offer letter.

200.3 POST-OFFER, PRE-EMPLOYMENT PROCESS

1. The Human Resources Department, and in some circumstances the
Department Head and/or Elected Official or their designee, shall complete
applicable job-related screening, testing, and other reviews to ensure an
applicantdés qualifications for the position.

2. All applicants who pass the applicable job-related screening, testing, and other
200 Onboarding Page |2



reviews must also take and pass a drug and alcohol test within 48 hours of the
conditional job offer, under the direction of the Human Resources Department.
Such testing will be billed to the department associated with the applicant.

3. All applicants who pass the job-related screening, background checks, and
drug and alcohol tests will be scheduled by the Human Resources Department
for the Onboarding Process, as outlined below, and will be advised of applicable
documentation to bring with them to the Onboarding Process.

4. Applicants who do not pass the job-related screening, background check, or
drug or alcohol test, or who cannot demonstrate the ability to complete the
essential functions of the job applied for with or without reasonable
accommaodation absent undue hardship or based on a direct safety threat, will
be advised in writing by the Director of Human Resources that their conditional
job offer has been revoked.

200.4 ONBOARDING PROCESS

1. Each and every applicant for employment with Bonner County must first
complete the Onboarding Process as a final step of the conditional hiring
process. Onboarding Process paperwork is available for completion each
Monday morning between the hours of 8:00am and 9:00am in the Bonner
County Human Resources Department. Human Resource Department
personnel will make sure each applicant has successfully completed all phases
of the conditional employment review, and will complete the 1-9 verification/E-
Verify with the applicant.

2. Once the Human Resources Department assures that all onboarding
paperwork, including full and unredacted applications and related materials, are
properly completed and on file with the Human Resources Department, the
Human Resources Department will then notify the Board of County
Commissioners that the Onboarding Process has been properly completed for
a newly created or re-created position so that the Board can approve the hiring
and funding of the newly created or re-created position. The Human Resources
Department will also notify the Department Head and/or Elected Official to
submit the signed New Hire Sheet for approval by the Board of County
Commissioners.

3. Once on boarded and once funding is approved by the Board of County
Commissioners, the applicant will be hired as an employee of Bonner County
and will proceed with employee orientation, which takes place each Monday.

4. Employees must complete the Onboarding Process prior to beginning their job-
specific duties with Bonner County, and after hire must complete the next
regularly-scheduled General Orientation with Human Resources.

BOCC Approved Revision History:
October 1, 2019 200.2.1 Addékfunding of vacated positions
May 26, 2020 200.2.1 Language revised
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Employment Policy No: 300

Supersedes Policy Date: October 11, 2016

Revised Effective Date: October 2, 2018

300.

300.1

300.2

EMPLOYMENT

DISTRIBUTION OF POLICY

At the time of employment, each employee shall have access to an electronic copy
of this Policy Manual. It is the responsibility of the employee to familiarize
him/herself with the contents of the manual and to acknowledge its receipt in writing.
Periodic updates or changes shall be distributed either electronically or by paper
copy and acknowledged by the employee.

EMPLOYEE PERSONNEL FILES
1. Personnel Records

All personnel files are the property of Bonner County. Official personnel files are
maintained by Bonner County Human Resources and are considered a legal
document and confidential. Records kept in personnel files will include the original
employment application, resumes, offer letters, performance appraisals,
disciplinary actions, letters of commendation, job descriptions, and
resignation/termination letters. Supervisors, managers, department heads, and
elected officials may view the personnel files of employees in their line of
supervision. As Bonner County is considered one employer, a member of
management considering the hire of a former employee or transfer of a current
empl oyee may be grant ed a ocnelfilsupdnoequed. e

2. Access to Personnel Files

empl oy e e/

It is the policy of Bonner County to allow only limited accessto ane mpl oy ee 6 s

personnel file. Based upon the general confidentiality of personnel files, access
of others to such files shall be allowed only with authorization of the supervising
official after consultation with legal counsel for the County. Information regarding
personnel matters will only be provided to outside parties with a release from the
employee, or when deemed necessary by legal counsel for the County or pursuant
to Court order or pursuant to a proper subpoena. The County reserves the right
to disclose the contents of personnel files to outside State or Federal agencies, to
its insurance carrier or its agents for risk management purposes, or when necessary
to defend itself against allegations of unlawful conduct.

3. Management of Information in Personnel Files

Each employee shall be provided an opportunity to contest the contents of his/her
personnel file during regular business hours. This is to be done by filing a written
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objection and explanation which will be included in the file along with the
objectionable material. In the sole judgment of the department head and/or Elected
Official, after consultation with legal counsel for the County, any offending
material may be removed upon a showing by the employee that it is false or
unfairly misleading. In general, there should be a presumption that materials are to
remain in personnel files accompanied by the e mp | o yvaiged ®bjection and
explanation to provide a complete employment history.

History:

BOCC Approvaictober 11, 2016: Removal of Probationary Period
BOCC Approval October 2, 2018: Removal of 300.1 PAYROLL REPORTING SYSTEMS
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Employment of Minors Policy Policy No: 300.3

Original Date: June 18, 2019

300.3 MINORS: Are any seasonal/temporary employee under the age of 18.

1. PURPOSE
To establish guidelines to occasionally hire minors during school breaks, at
peak work periods, or on an internship basis.

2. SCOPE
This policy applies to appropriate positions in Bonner County

3. POLICY

As a general rule, employees of the County must be 18 years of age or older.
Occasionally, students or others who are 16 or 17 years old may be hired, but
this is done only under special conditions in coordination with the Human
Resources Department.

No Minor under the age of 16 will be hired.

A. Number of Hours Worked
I.  Minors who are high school graduates or have a certificate of high
school proficiency may work the same hours as adults, but only in
non-hazardous occupations as defined by the Fair Labor Standards
Act (FLSA).

lI. The FLSA does not limit the number of hours or times of day for
workers 16 years and older.

[ll. 1daho Child Labor Laws for minors 16 and 17 years old: not working
during school hours; unlimited number of hours outside of school
hours; no specified start and stop hours; but

1 No more than 8 hours per day
1 A maximum of 40 hours per week

4. WAGES
Regardless of age, minors will be paid at least minimum wage, as set forth in
the FLSA and Idaho Minimum Wage Law.

Please be aware Minors may not be employed in Hazardous Occupations:
Minors - may not DRIVE COMPANY VEHICLES

Minors must have Parental/Guardian consent for the Background Check
processes
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Rules of Employee Conduct Policy No: 400

Original Date: January 15, 2013

Supersedes Policy Date: All Previous Policies

Revised Effective Date/BOCC Approval: August 1, 2022

400.

400.1

RULES OF EMPLOYEE CONDUCT

Violation of any of the rules set forth below shall be grounds for disciplinary
action including possible termination from employment. However, this listis not
all inclusive and other acts of misconduct not specifically set out below
may be grounds for disciplinary action as well.

PERSONAL PERFORMANCE AND BEHAVIOR

Each employee of Bonner County is expected to conduct him or herself in a
manner that is helpful and productive and which does not reflect adversely
upon Bonner County. Each employee must recognize that public employees
are subject to additional public scrutiny in their public and personal lives
because the public's business requires the utmost integrity and care. In order
to accomplish the goals of Bonner County as a public institution, each
employee is expected to scrupulously avoid personal behaviors which would
bring unfavorable public impressions upon Bonner County and its officials.
In order to accomplish this, each employee must comply with the following
expectations:

1. SHALL _WORK COOPERATIVELY AND CONSTRUCTIVELY WITH
EELLOW WORKERS AND MEMBERS OF THE PUBLIC TO PROVIDE
PUBLIC SERVICE OF THE HIGHEST QUALITY AND QUANTITY. This

is a high priority for all employees.

2. Shall be prompt and regular in attendance at work or other required
employer functions. (See Attendance Policy 450)

3. Shall comply with dress standards established in the department for
which the employee works. Dress standards shall be set by the managing
official, but in the absence of any departmental dress standards, clothing
shall be neat, clean, professional, non-offensive and appropriate for the
functions performed and shall present a suitable appearance to the public.

4. Shall dedicate primary efforts to Bonner County employment with secondary
employment subject to approval by the Elected Official or department
head. Each employee must notify the appointing official of any other
employment, self-employment or other business interests. Secondary
employment shall not conflict with duties performed for the County in
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any meaningful way. Individual department rules may spell out
permissible examples of "moonlighting” wherein employees may hold
additional positions.

5. Shall avoid conflicts of interests in appointments and working relationships with
other employees, contractors and potential contractors in Bonner County and
related agencies. No employee shall engage in conduct which violates the laws
of the State of Idaho, including but not limited to I.C. 818-

1356 (accepting gifts that exceed a value of $50), I.C. §59-701 et seq. (Ethics
in Government Act), I.C. 859-201 (Prohibitions Against Contracts) and I.C.
§18-1359 (Using Public Position for Personal Gain).

6. Shall not accept gifts or gratuities in any personal or professional capacity
which could create the impression that the giver was seeking favor from the
employee or official in violation of I.C. § 18-1356 and I.C. § 18-1357.

7. Shall not serve on any board or commission which regulates or otherwise
affects the official duties or personal interests of said official or employee in a
way that could create disadvantage for other members of the public or
advantage for the employee.

8. Shall not release any public record without the express authority of the public
official responsible for custody of the record or without an order from a court or
public agency of competent jurisdiction.

9. Shall not release any personnel record without the concurrence of the public
official responsible for custody of the record and after consulting with legal
counsel for the County or without an order from a court or public agency of
competent jurisdiction.

10. Shall not engage in unbecoming conduct away from work which, although not
criminal, may reflect adversely upon Bonner County or its officials or otherwise
impairtheemp | oy e e 6t® peafdsim dnd kriryg the County in disrepute.

11. Shall not use any substances, lawful or unlawful, which will impair the
employee's ability to function as a valued and competent part of the Bonner
County work force. Should the employee be prescribed a lawful substance that
may impair the e mp | o yabildyots safely do his/her job, the employee is
required to provide a p hy s i mote exdlasning the possible effects of the
medicationuponthee mp | o \akligy o go his/her job and the length of the time
that the employee will be required to take the medication. The employee may be
required to take PTO/CAT leave while taking the medication.

12. Shall not engage in workplace or public conduct otherwise detrimental to the
reputation of Bonner County and the accomplishment of the goals established
by the Board of County Commissioners or the Elected Official or the department
for whom he/she works.
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400.2 WORKPLACE CONDUCT

Each employee shall conduct him/herself in the workplace in accordance with the
following rules. THESE RULES ARE NOT ALL-INCLUSIVE OF CONDUCT
EXPECTED OF BONNER COUNTY EMPLOYEES. Each employee of Bonner
County shall:

1.

Give his/her best efforts to accomplish the work of Bonner County for public
benefit in accordance with policies and procedures adopted by the Board of
County Commissioners and Elected Officials displaying an attitude of
cooperation and constructive participation.

Be subject to the administrative authority of the officials who supervise the
department where the employee works even though the officials may not have
been involved in the hiring of the employee.

Adhere to any code of ethics in his/her profession and avoid conflicts of
interest or using his/her public position for personal gain.

Follow all rules for care and use of public property to assure that the public
investmentin such property is protected and that the safety of the public and other
workers is maintained.

Abide by all departmental rules whether they are written or issued orally by the
supervisor, department head and/or Elected Official. No employee shall be
required to follow the directive of a supervisor, department head and/or Elected
Official which violates any Federal, State or local laws.

Abide by pertinent State and Federal statutes, and Bonner County rules
concerning the dissemination of information to the public from public records or
about public matters. The decision to release information from the public records
or to disclose writings or other information in the hands of a public official
belongs with the responsible official who has official custody of that record.
Each employee shall maintain the confidential nature of records which are not
open to public scrutiny in accordance with the direction of the responsible official.

Adhere to defined work schedules and follow procedures for requesting
exceptions from normal work schedules. Each employee shall follow the rules
regarding the reporting of work hours. Failure to follow such rules may be
grounds for delayed payment of wages, salaries, or reimbursements or for
imposition of appropriate disciplinary penalties.

Follow rules regarding breaks and lunch periods, including provisions
granting supervisors authority to adjust them. Timing of breaks or lunch
periods may be changed to accommodate the completion of necessary work.

Report all accidents that occur or are observed on the job. Each employee shall
cooperate in the reporting and reconstruction of any job-related accident
in order that workplace hazards can be eliminated and that proper consideration
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10.

11.

12.

13.

can be accorded to injured workers and the public.

Report any accidents observed to have happened on County property or
involving County property. Each employee shall provide as much information as
he/she can from the observations made in the course of activities associated
with one's work.  Such information shall be reported to the employee's
immediate supervisor as soon as physically possible and reasonable efforts
should be made to assist those in need.

Follow all rules regarding safety in the workplace whether established formally
by the department or by outside agencies. Employees are encouraged to
suggest ways to make the workplace or work procedures safer.

Maintain a current driver's license when necessary in the conduct of work for
Bonner County. Each employee must report any state-imposed driving
restrictions to his/her immediate supervisor. Each employee is also obligated to
notify his/her supervisor in the event that his/her driving abilities are impaired.

Perform such obligations as are necessary to carry out the work of Bonner
County in an efficient and effective manner at minimal costs and with limited risk
to the public and fellow workers.

400.3 PROHIBITED CONDUCT

Employees of Bonner County shall not:

1.

7.

Be present in the workplace under the influence of drugs, alcohol, illegal
substances or other legal substances which would impair the ability of the
employee to perform his/her work competently or which would threaten the
safety or well-being of other workers or the public.

Possess alcohol in County buildings except as pre-approved by the Board of
County Commissioners.

Engage in abusive conduct to fellow employees or to the public, or use abusive
language in the presence of fellow employees or the public. Abusive language
shall include profanity and loud or harassing speech.

Sleep or be absent from the employee's work station when on duty.
Employees shall be attentive to their work at all times.

Engage in malicious gossip and/or spread rumors, engage in behavior designed
to create discord and lack of harmony, or willfully interfere with another
e mp | o ywerledutput or encourage others to do the same.

Use work time for personal business, including the selling of goods or services
to the general public. Employees should minimize the amount of work time
spent on similar activities engaged in with fellow employees.

Use work time or public premises to promote religious beliefs to members of the
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

public or fellow employees.

Engage in political activities, specifically campaigning for or against any
candidate of ballot issue, while on duty in public service. This rule shall not apply
to Elected Officials.

Provide false or misleading information on employment applications, job
performance reports, or any other related personnel documents or papers.

Destroy without proper authorization, alter, falsify or steal the whole or any part
of a police report or any record kept as part of the official governmental records
of the County (I.C. 88§ 18-3201 and 18-3202).

Discriminate in the treatment of co-workers or members of the public on the basis
of race, religion, gender, age, disability or national origin.

Smoke, except in designhated outdoor smoking areas if so provided. This
includes no smoking in County vehicles.

Abuse employee benefit offerings by taking unjustified PTO/CAT leave,
unearned PTO/CAT leave or otherwise participate in a scheme or deception
designed to create incorrect personnel records or to claim benefits which are not
earned in accordance with policy.

Violate rules concerning absence from the workplace without
proper authorization. Employees must obtain prior permission as required by
policy for use of PTO leave, CAT leave, bereavement, or other types of leave
granted by this Policy Manual.

Engage in prolonged visits with co-workers, children, friends, or family
members that interfere with the course of work in the office or department in
which the employee serves.

Use of communication equipment in the workplace in a manner that violates
policy or which disrupts workplace activities.

Engage in criminal conduct of any kind while on duty or off. Bonner County
employees are expected to behave in a lawful and socially acceptable manner
and failure to do so is a violation of the trust placed in such employees by the
public and the Elected Official or department head.

Violate any lawful rule established by the Elected Official or department head to
maintain order and productivity in the workplace.

Unlawfully harass a fellow worker or member of the public at any time while in
active service at Bonner County, as outlined in the Discriminatory Workplace
Harassment Policy and Complaint Procedure below.

Bring non-service animals (pets) to work unless the animal is part of County
operations. Examples of acceptbable animals includes Fairground livestock,
VAST program dog, or K9 dogs.
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400.5 PROHIBITION ON EXTRA-MEETING DISCUSSIONS (EMDs)

Department Heads (DHs) appointed by the BOCC shall not discuss issues that are or

may be pending before the BOCC with more than one Commissioner except in a duly

noticed Public Meeting. This Prohibition on EMDs precludes DHs from visiting

personally, telephonically, or in writing with more than one commissioner on an issue

prior to final decision being taken by the BOCC in a duly noted public meeting or

executive session. This EMD prohibition includes but is not limited to both
contemporaneous meetings and wh.&erialmmeetngsk nown as
involve a DH discussing an issue with a commissioner separately at one time and then

having the same or similar discussion with another commissioner at a later time. The

purpose of this EMD prohibition is to ensure that all commissioners are present when

important issues requiring their attention are discussed. It is no defense for a DH to

assert that members of the BOCC knew, tacitly acquiesced, or otherwise approved

such EMDs as all DHs are on notice that EMDs ar
Meeting Law and commissioners are legally incapacitated and disabled from approving

an illegal contemporaneous or serial meeting.

fMAs required by the Idaho Open Meeting Act as codified in Idaho Code Sections
74-201 through 74-2 0 8 0

i*0This provision does noasichensafi ttuhee BOM@E sv e
general authority to terminate any employee at-will for any legal-reason.

Revision History:

January 15, 2013: Original Policy Date

October 24. 2017: Prohibition on Extra-Meeting Discussions With the BOCC
December 17, 2019: Revision i Vacation/Sick Time Change to PTO (Paid Time Off)
August 1, 2022: Prohibition on-Service animals (pets) in County Buildings
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RELATIONSHIP POLICY Policy No: 425

Supersedes Policy Date: January 15, 2013
Revised Effective Date October 11, 2016

1. Bonner C o u n Regspossibilities

While Bonner County will not prohibit personal or business relationships
between employees, the following reasonable restrictions shall apply:

a. Employees should not directly supervise, occupy a position in the line of
supervision or be directly supervised by any other employee who is a relative
or with whom they are involved in a personal or business relationship.

b. I'f the Elected Official or department head determines that circumstances
requirethat such a  supervisor/subordinate relationship  exists
temporarily, the supervisor shall make every reasonable effort to defer
matters involving the involved employee to an uninvolved supervisor.

c. When personnel and circumstances permit, the Elected Official or department
head will make every reasonable effort to avoid placing employees in such
supervisor/subordinate situations. The Elected Official or department head,
however, reserves the right to transfer or reassign any employee to another
position, as it may deem necessary, in order to avoid conflicts with any
provision of this policy.

d. Unless specifically authorized by the Elected Official or department
head, employees should not participate in, contribute to, or recommend
salary, wages, pay or compensation, hiring, promotions, assignments,
performance evaluations, transfers or other personnel decisions affecting an
employee who is a relative or with whom they are involved in a personal or
business relationship.

2. Emp | o yrRespdnsibilities

a. Prior to entering into any personal or business relationship or other
circumstances which the employee knows or reasonably should know could
create a conflict of interest or other violation of this policy, such employee
shall promptly, normally within 10 working days, notify his/her uninvolved, next
highest level of supervisor.

b. Whenever any employee is placed in circumstances which would require the
employee to provide official information or services to any relative or other
individual(s) with whom the employee is involved in a personal or business
relationship, the employee shall promptly, normally within 10 working days,
notify his/her uninvolved, immediate supervisor.

3. S u pRegponsibdities 6 s

Upon being notified of or becoming aware of any circumstance(s) which could
result in or constitute an actual or potential violation of this policy, a supervisor shall
take all reasonable steps to mitigate or avoid such violations whenever possible.
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Supervisors shall also promptly, normally within 10 working days, notify the Elected
Official or department head of such actual or potential violations.

Any supervisor involved in a romantic relationship with a subordinate must
immediately notify his/her superior of the existence of any such relationship.
Efforts should be made to eliminate supervisory responsibility for one who is
romantically involved with a subordinate.
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CANDIDACY FOR ELECTIVE OFFICE Policy No: 440

Supersedes Policy Date: January 15, 2013
Revised Effective Date: October 11, 2016

While Bonner County recognizes that the First Amendment provides Constitutional
protections for the political activity of its employees, it also recognizes that this right is not
absolute when balancing the right of the individual to become a candidate for office and the
Coun t yinkesests in promoting the efficiency of the public services it performs through its
employees. (Pickering v. Board of Education, 391 U.S. 563, 88 S.Ct. 1731 (1968).

If an employee initiates candidacy against an incumbent Elected Official for whom he/she
is a subordinate and there is a reasonable prediction of disruption in that Elected Of f i ci al 0s
office, the employee must immediately resign or face possible termination.

A reasonable prediction of disruption is based upon any of the following factors:

1. The size of the office in which the employee works--the smaller the office, the greater
prediction of disruption;

2.  Whether the employee candidate holds a position of trust and confidence to the
incumbent--the closer the ties, the greater likelihood of disruption;

3. Whether the employee candidate is running for a position in which he/she would
replace or become superior to his/her current supervisor--in such circumstances the
threat of disruption would loom larger; or

4. The nature of the relationship between the employee candidate and the incumbent
and the degree of contact they have with one another--the greater the amount of
contact and interaction, the greater the possibility of disruption.

Not all of the above factors must be met in order to seek resignation or termination of the
employee.

If the Elected Official determines that there exists a reasonable prediction of disruption
should the employee remain employed with Bonner County and the employee refuses to
resign, he/she may be terminated. The Elected Official shall set out, in writing, the factual
basis for finding that there exists a reasonable prediction of disruption using the above
factors. Said written findings shall be provided to the employee, placed in the employee's
personnel file and be made a part of the official record. All other applicable opportunities to
be heard procedures, as set out in this Policy Manual, shall apply.
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ATTENDANCE POLICY Policy No: 450

Original Date:November 22, 2016
Supersedes Policy Datéll previous policies

RevisedBOCC Approvalbecember 17, 2019

PURPOSE:

Punctual and regular attendance is an essential responsibility of each employee at Bonner
County, whether hourly or salaried. Any tardiness or absence causes problems for fellow
employees and supervisors. When an employee is absent, others mdstmp his or her

work. No matter how skilled an employee, if he/she does not have a good attendance
record, his/her contributions to the smooth functioning of Bonner County are diminished.

Employees are expected to report to work as scheduled, oa &ind prepared to start work.
Employees also are expected to remain at work for their entire work schedule. If an
employee is scheduled to work overtime and fails to report, it is considered an absence. Late
arrival, early departure, or other absenceerfr scheduled hours are disruptive. Employees
who are unable to be at work on time or are unable to work as regularly scheduled must
notify their supervisors as soon as possible via telephone in advance of the tardiness or
absence. Tardiness, unscheduddasences, and/or poor attendance may lead to disciplinary
action up to and including termination of employment.

Qualified employees seeking a reasonable accommodation for a physical or mental limitation
affecting their attendance are directed to Bonnerd2g (i @ Qa wSI a2y o6t S 1 O02YY:
Policy, 100.2 for additional information, and are encouraged to contact Human Resources.

SCOPE:
All employeesNonExempt Exempt, Seasonal, Part Time, On call

DISCIPLINE

Employees with attendance problems, unscheduledeabss, or a pattern of tardiness may

be subject to disciplinary action, up to and including termination. Employees with a pattern

of absences, such as routinely calling in sick on Mondays and/or Fridays, may also be subject
to disciplinary action, up tora including termination.

In cases of suspectd®TO/CAT S @S | 60dza ST | & dzLISNIA&2NI YI & NBJ
absence when an employee calls in sick the last scheduled work day before or the first

scheduled work day after a holiday. Failure toyde documentation for the unscheduled
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absence may result in denial of holiday pay for that holiday.

Any discipline or termination actions must be reviewed by Human Resources prior to be
issued.

NO CALL/NO SHOW

Not reporting to work and not calling to report the absence is a no call/no show and is a
serious matter, and may subject the employee to disciplinary action, up to and including
termination. Management may consider extenuating circumstances when detiggnin
discipline for a no call/no show (i.e., if the employee was in an accident and is hospitalized)
and has the right to exercise discretion in such cases.

EXCUSED ABSENCES

Leave granted for an employee to serve on a jury or appear as a witness faramgent

SyaAaite oAttt y2G 0SS O02dzyGSR F3IFAyad GKS SYLX 288
GKS ClIYAft&@ aSRAOFE [SI@S 110G 6cCca[! vz GKS ! YSNX
Compensation, or the Uniformed Services Employment and Reemploynuggrs Rct

0! {9ww! Vv gAff y20 0S O2dzyiSR F3FAyald |y SYLX 2¢
met the requirements of taking such leave.

JOB ABANDONMENT

Any employee who fails to report to work without notification to his or her supervisor for a
period of three (3) days or more will be considered to have abandoned his or her job and
voluntarily terminated the employment relationship.
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Employee Classification Policy No: 500

Supersedes Policy Date: October 11, 2016

Revised Effective Date/BOCC Approval: October 1, 2019

500. EMPLOYEE CLASSIFICATION

For varied reasons, employee status must be organized by class or category in order
to administer employee policies, benefits or otherwise address employment issues. It
is generally the responsibility of the employee to assure that he/she is properly
categorized for purposes of each issue or benefit type. The County will endeavor to
assist with such matters, but the employee shall be ultimately responsible to assure
that his/her classification is properly addressed.

The procedures for hiring, promoting, and transferring of all reqular employees shall
be subject to the provisions of this policy. Personnel actions concerning temporary
or seasonal employees are not subject to the procedures set forth herein to address
cause as a basis for employee termination from employment or disciplinary action
unless the policy provisions expressly provide therefore.

500.1 Employment Status and Classification for Benefits

1. Employment Status

A. Employment at Will. Except as otherwise provided in this policy, employees
of Bonner County are at-will, which means that either the employee or
Bonner County may end the employment relationship at any time and for any
reason. Similarly, employees may be disciplined, or the terms, conditions,
and benefits of employment may be changed by Bonner County at any time
and for any reason.

i. Reqular Employees. Regular status employees are at-will, and
classified as:

ii.  Fulltime or Part Time. Employees who work a regular schedule during
a 40 hour work week.

iii. Temporary or Seasonal Employees. Employees who work on an
irregular, on-call, seasonal or temporary basis are considered to be
temporary or seasonal employees.

B. Other At-Will Employees. In addition to their at-will status, certain
employees have additional considerations associated with their
employment based on their unique roles or status.
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i.  Deputy Prosecuting Attorneys and Other Legal Counsel. Because the Idaho
Rules of Professional Conduct, as established by the Idaho State Bar,
govern the relationship between an attorney and his/her client, Deputy
Prosecutors (including Senior Deputy Prosecutors) and other legal counsel
for the County appointed pursuant to I.C. 8§ 31-2601 et. seq. are considered
to be at-will employees and they serve at the pleasure of the Prosecuting
Attorney or the Board of County Commissioners (if they serve at the
B 0 a r pledsaire). They can be appointed or removed at the pleasure of
the Elected Official for whom they serve.

ii. Senior Deputies (sometimes referred to as fi Ch i [@eputies or
Undersheriffd )Senior Deputies including those appointed pursuant to I.C.
§ 31-2006 serve in that role at the pleasure of the Elected Official for whom
they serve. The designation can be established or removed at the pleasure
of that Elected Official. An Elected Official has the right to appoint their own
Senior Deputy as they sees fit. Therefore, at any time a newly-elected
official takes office or at the discretion of a current Elected Official, the
Senior Deputy may be removed from that position and reassigned to
another available position at that p o s i t duroentOorate of pay or be
dismissed from County employment.

ii. Military Service Member Rights. Regular at-will employees who are
members of the Idaho National Guard or who are members of the uniform
services have certain reemployment and retention rights. Questions
regarding those rights should be directed to the Human Resource Director.

iv.  Elected Officials. Elected Officials are not considered regular employees of
Bonner County. Their work as an Elected Official is guided by applicable
constitutional and statutory limitations, and by applicable local ordinances.

v. Independent Contractors. From time to time, Bonner County may enter into
independent contractor relationships with certain vendors or individuals.
Independent contractors are not employees of Bonner County, are not paid
on payroll, and receive no employment-based benefits. Any Department
Head or Elected Official who wishes to utilize the services of an independent
contractor must obtain the prior approval of the Director of HR and Risk
Management, as well as the Deputy Civil.

2. Employee Classification for Benefit Purposes

Employees with Bonner County may from time to time receive benefits based on
their classification for benefit purposes, as follows:

A. Elected Officials

Elected Officials are not considered regular employees. Elected Officials
receive employment benefits as identified in a resolution adopted by the
Board of County Commissioners.
B. Full-Time Regular Employees
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Employees who are not temporary or seasonal and whose typical work week
consists of at least 30 hours are considered full-time regular employees.
Full-time regular employees shall receive all employee benefits provided by
Bonner County as such benefits now exist or may be subsequently changed
by action of the Board of County Commissioners.

C. Part-Time Regular Employees

Employees who are not temporary or seasonal and whose typical work week
consists of 20 to 29 hours on a regular basis are considered part- time regular
employees. Part-time regular employees may receive reduced employee
benefits in accordance with specific policies adopted by the Board of County
Commissioners. The scope of benefits received may vary proportionately
with the number of hours typically scheduled for a part-time regular
employee. The number of hours scheduled may also affect the employee's
obligation to participate in certain mandatory benefit programs. Certain
benefits may not be available because qualifying thresholds have not been
reached.

Part-time regular employees whose typical work week consists of less than
18 hours on a regular basis will receive no benefits provided to regular
employees, except those required by law or those approved by official action
of the Board of County Commissioners.

D. Temporary or Seasonal Employees

Employees who work on an irregular, on-call, seasonal or temporary basis
are classified as temporary or seasonal employees. Temporary or seasonal
employees will receive no benefits provided to regular employees, except
those required by law or those approved by official action of the Board of
County Commissioners. The opportunity to be heard with regards to the
disciplinary process set out in this policy does not apply to temporary or
seasonal employees, and they are considered to be at-will employees.

Any temporary or seasonal employee who believes that he/she has been
terminated from his/her position or demoted with an attendant change in
pay as a result of unlawful discrimination or as a result of an allegation
entiting him/her to a name-clearing hearing, may utilize the hearing
procedures as noted elsewhere in this Policy Manual.

E. Independent Contractors

Independent contractors who provide services to the County on a
contractual basis are not considered employees of the County. As such,
this Policy Manual does not apply to independent contractors and are
therefore not benefits eligible.

Revision History:

October 1, 2019: BOCC APPROVAL, Benefit Eligibiti®Q20ours for regularly scheduled employees
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Compensation Policies Personnel Policy
Policy No: 600

Original Date: January 15, 2013

BOCC Approved Revised Date: October 5, 2021

COMPENSATION PHILOSOPHY

BonnerCounty adheresto a compensation plan that isdesigned to pay salariesthat motivate
employeesfor excelence in job performance, isequitable aadoss County departments and dffices, and
demonstrates responsible use of public funds.

Individual pay is established by determiningthe value of the position in the labor market, the value of

the individual includingrelevant education, experience and spedal skills, and thevalue to the
organization. Pay dedsionsmust include consideration of job performance. Law Enforcementay
utilize spedalized pay plansapproved by the Board of County Commisgoners. The Scope of Philosophy
includes the following:

1. The Board of County Commissioners will oversee the continfittye compensation program
and will ensure that it is administered within the framework of this philosophy. Elected Officials and
Department Heads will administer the compensation funds provided to them in a manner consistent
with the plan.

2. The compesation program will be consistent throughout the County, yet will be flexible to
meet changing and specific needs. This will allow for multiple pay plans if required.

3. Employee compensation will reflect both the internal value of a position and the ya&ced
on that role in the appropriate market.

4, All aspects of compensation (base salary, benefits and if applicable, bonuses) will be
considered as a total reward package for County employees. Total compensation will be targeted at a
competitive level, when compared to the appropriate labor markets (i.e., other public sector

employers and private sector employers in defined geographic locations and industries) to allow the
County to attract and retain the quantity and quality of employees it neednéet its goals and
objectives.

5. The County is committed to ensuring that its salary structures are regularly updated through
the conduct of market surveys. There will be a planned approach to ensure that internal equity is
maintained.

6. A planned prgram of ongoing communication and training will be a critical component of
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compensation administration.

7. Compensation increases will be affordable and in the best interests of the County as an
employer and provider of services.

8. The compensation progma will create a climate where employees are recognized and
NEsIF NRSRZ gKAfS LINBPBOGARAY3I (KS /2dzyie sA0GK (GKS 2 LR
AyoSaiaySyide 202S00A0Sa0o

9. Bonner County reserves the right to change general compensation foeasgm deemed
appropriate by the Board of County Commissioners. Compensation may also be adjusted based upon
job performance and the availability of funds to maintain a solvent County budget. Hours worked may
be reduced or employees may be laid off by Baard of County Commissioners or by Elected Officials
as necessary to meet budgetary constraints or work load changes.

10. Thecompensatiorprogramis reviewedannuallyto ensureconsistent pay practicespmply
with federal and state laws, support oeommitmentto EqualEmploymentOpportunity,and offer
competitivesalaries.

600.1 COMPENSATIGNANNING

Payincreases are not guaranteed and are based upon performance and budget. Overall budget
alocaionsandindividual payincreases are planned for and allocaed prior to the start of ead fiscd
year. The compensation program is designed to asdst management in planningand allocating salary
increasesthat:

1 Rewardindividual performance
1 Areboth market competitive and internally equitable
1 Are compatible with the operating budget

The employee®@overall performance and salary level relative to hisher position responsibilities must
be evaluated to determineif a salary increase iswarranted.

BonnerCounty Human Resourceswill review all salary increase/ adjustment requests to ensure
compliance with policy and that they fall within the provided guidelines. Performance paymarket or
equity adjustment, as well agpromotional pay changes must be submitted throughthe Pay Sheeprior
to the effedive date of the requested change.

A salary survey of the benchmark positions should be conducted no less than once every three years.
600.2 MARKEFRICING

BonnerGounty®@ compensation philosophyisto match the labor market, which allows usto be
externally competitive in reauiting and retaining talented employees. Labor markets used for salary
comparison are based on the normal reauiting market for spedfic job clasdficaions. Al market
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comparisonswill include both publicand private secor employersfor the recruiting area, unlessthe
position is not availableinthe private sedor. By maintaininga competitive total compensation
pacageto recauit and retain the best employees, the County improves employee productivity and
reduces costly turnover.

600.3 PABANDS

The compensation plan for BonnerCounty establishes pay bandsfor ead class of job descriptions. A
pay band isthe pay rangeallocated to ajob class stating a minimumand maximumrate of pay allowed
an employee performingajobin that particular class

For specialized pay plans, similar methodology will be applied.
Pay Bands/Ranges will be reviewed annually by Human Resources.
600.4. COMPLIANCE WITH EQUAL PAY AND FAIR LABOR STANDARDS ACT (FLSA)

Bonner County shall comply with aligvisonsof the Equal Pay Ad (BPA) which prohibits employers
from payingworkers of onegender more than workers of the other gender to do equal work, except
for valid businessreasons. To be considered equal work, the jobsmust require equal skill, effort, and
responsibility and must be performed under similar working conditions. All department headsand
eleded offidals must ensure their compensation pradicesare in compliance with the EPA.

Bonner County complies as well with tRair Labor Standards Act (FLS#AY all applicable federal,

state, and local laws regarding employee compensation. All job descriptions are reviewed by Bonner
County Human Resources to determine if they are covered by the Fair Labor Standards Act (FLSA) or
if they are exempt from the &.

600.5 WAGE PROGRAM POLICIES

600.5.1 Pay Band: Each position in the County is placed in a pay band which establishes the value of
the position in relation to other like positions in the organization.

600.5.2 Pay Ranges. Each pay band is assignedranggy Within this framework, an employee's
salary will be related to demonstrated performance and time in the position. Employees will receive a
salary that is within the range limits of the applicable pay band.

600.5.3Administrative Control Over Wagedgram. The Bonner County HR Department must approve

in writing any changes that have wage and compensation effects, as directed by the Board of County

/| 2YYA&AA2YSNED® tFe@NRft akKlkftf NBIdANB GKS 1w 5SLI NI
wages araltered in any way.

600.5.4 Merit Pay
aSNAG tFe gAff 0S FTRYAYAAGSNBR Ay GKS FYyAGBSNEI NE
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employee promotes to a new position, which includes a pay increase, the date of promotion becomes
the new annivesary date for purposes of future merit eligibility.

600.5.5 Hiring Pay

The hiring pay, which may include promotion to a new position will be dependent upon the level of
knowledge, skills and demonstrated competencies which the employee being hirgg boi the

| 2dzy i & o LY FTRRAGAZ2YS 204KSNJ FILOG2NR G2 o6S Gl 1Sy
salary, and pay levels of other employees in the job being filled. As a general guideline, the hiring

range should be between the minimumdthe midpoint of the pay range. The Department

Head/Elected Official in conjunction with Human Resources will determine appropriate recommended
wage placement between range minimum and 95% of the midpoint of the pay range to ensure
appropriate relativityto other employees. However, greater than 95% may be considered given

market trending, compression and internal equity. The following guidelines as follows:

1 Meets Minimum qualifications with no experience. Apprentice level, Needs additional
certificationor considerable trainingg hire at range minimum/base

1 2to 3 years of some relevant experience (or equivalency); Needs additional related training,
education and/or possesses some experience or knowledge related to the pashioanup to
87% of nidpoint of the pay range

1 4to 5 years of moderate relevant experience (or equivalency); May have performed same or
similar prior work experience and knowledge; May require additional related training and
education. ¢ hire up to 90% of midpoint of theay range

1 6 to 8 years of significant relevant experience (or equivalency); The individual has performed
in the same position or similar prior work experience and knowledge. Would require minimal
training and orientatiorg hire up to 95% of midpoint dhe pay range

1 9 years or greateg hire up to 100% of the midpoinT his individual is fully capable and
proficient to perform the duties of the position, with little or no training, education or
orientation, other to county protocols, policies and progra

All wage recommendations proposed will require approval of the Board.

Notwithstanding these guidelines, it is very important when applying these guidelines to take into
consideration the pay level of current employees in-kied positions to ensur@ternal equity.

600.5.6 Pay Upon Transfer
I UGN} YyAFTSNI A& O2yaARSNBR I Y2@S (2  NRBftS 6KAOK

There should not be an expectation that there will be a pay change associated with a salary upon
transfer.
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600.5.7 Pay Upon Promotion

A promotion is a move from one role to another of increased responsibility which is evaluated at a

KAIKSNI LR2AYG fS@St (KFry GKS LINSOA2dza LRaAAGAZ2Y D ¢ K
incumbent should be paidot less than the minimum of the salary range of the new position. Once

that criterion is met, the following factors should be taken into consideration by the Department

Head/Elected Official in conjunction with Human Resources in determining a proniti@ase:

1. The level and skill of the employee being promoted;
2. The number of grade increases between the current position and new position;

3. ¢KS AyOdzYoSyiQa OdNNByd LI &T

4, The timing and amount of the most recent performance rating;
5. The salariesf other incumbents in the position; and
6. Where in the salary range application of the guideline set out below will place the

AyOdzyoSyiaQa LI e&o

Though gromotion mayor maynot includeanincreasen pay, having considered the above factors,

it is reeommended that a minimum of 5% and maximum of 15% be utilized for promotion increases.
When a pay increase occurs, all future merit pay eligibility is effective with the date in the new
position.

Any promotion will require a resume from the individuékhis is not a competitive bid to ensure the
employee meets the minimum qualification of the position.

600.5.8Pay Upon Demotion

A demotion is a move from one role to another role of less responsibility that is evaluated at a lower
point level than theprevious position.

600.5.9 Voluntary Demotion

2 KSYy |y SYLX2eSS g@g2ftdzyarNxate StSOda G2 G118 | RSY?
be consistent with the Bonner County hiring guidelines relative to the position they are moving into

and gradeplacement.

600.5.10  Involuntary Demotion

2 KSy yeg [/ 2dzyie FOGA2Yy Aa GKS Ol dzaS FT2N GKS RSY20(A
Additionally, the County has the right to initiate a demotion for performance and/or discipline
reasons. At the effective date of either of these actions, if thargadf the employee is above the
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maximum of the salary range for the position to which the employee is demoted, their pay will be
reduced to an appropriate position in the new salary range, based on the relevancy of their
gualifications and experience the job to which they are now assigned and relative to the salaries of
other incumbents in the same job.

600.5.9 Chief Deputy Pay

2YYSNI / 2dzyte gAff LI & 'y AYONBFaSR L& RAFFSN
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600.6 JOB DESCRIPTIONS AND JOB EVALUATION

Each Elected Official is responsible for the jokcdptions for their respective area of responsibilifigb
descriptionsare subjed to final approval utilizingthe procedures maintained by BonnerCounty Human
Resources. Adepartment/office seekingadjustmentsto ajob description, or needingasdstance in
creating a new job description, will work in conjunction withHuman Resources. No job description can
be utilized for job postings, recruitment, or any other employment purpose until the Elected Officiahas
approved them for adoption. (Refer toAppendix A)

600.6.1 Process

Each job description will include the following: a summary ofjthés purpose,essentialdutiesand
responsibilitiesgualifications (includingducationand/or experienceand any licenses or
certificationsrequired), physicedemandsand workenvironment.

CKS LRaArGAz2y gAff GKSYy 0SS NBGOASHOSR gAUKAY GKS [/ 2dzy
a change in the job evaluation. The Human Resource Director, or designee will evaluate the position

based on internal athexternal factors as wedlsexperience required, supervision of others, education

and decision making requirements. Once an appropriate grade is identified, the HR Director, or

designee along with the Elected Official/Department Head will present themetendation to the

Board of County Commissionéfshe position should require a grade change with potential pay

adjustment or if the job description is for a new non approved BOCC pasition

If the re-evaluation results in the position assigned a neadgrthe following will occur:
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or decrease be automatically applied;
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grade can be taken into consideration in determining whether a pay increase or decrease will be
applied.

600.6.2 Titling and Job Families

Human Resources in conjunction with the Department Head/Elected Official will determine
appropriate title for the paition. Titles will be consistent with established Job Families, other internal
positions as well as external benchmark titles.

600.7 EMPLOYEES OVER THE MAX OF THE GRADE

Employees with pay over the range will be red circled until the range catches up with the pay that
exceeds the maximum.

600.8 REHIRES/REINSTATEMENTS

A reinstatement is any employee returning to Bonner County under one year of their resignation.
Returningemployees benefits will be effective thé& af the month following reinstatement. Accrual
levels will be consistent with the most recent date of hire.

Arehire is an employee who haseviouslyworkedfor Bonner County greater than one year
previously. Rehireswill beconsidered- & | &y S ¢ th&guitEbnésof tiag” derSpedsation,
PTOretirement, medical, etcpoliciesof Bonners County.

A layoff/recall is afemployee who will beecalled, following a seasonal layoéfccording to the
needs ofBonner County. Employeé&sid off for more than 30 days and
subsequentlyecalledwithin six months from the date déyoff will be credited with the service
accumulated at the time dayoff.

No employee will be rehired/reinstated without checking tledire status of the individual first with
Human Resources and/or the Department Head Elected Official.

600.9 ANNUAEMPLOYEE PERFORMANCE REVIEW

BonnerCountyencouragegmployeesand their supervisors to discuss jperformanceand goals on
aninformal, day-to-daybasis. In addition,a more formal discussiorwill be conductedwith each
employee annuallyTheperformanceevaluation providesan opportunity to discussvork habitsand
goals o identify and correct weaknesses, and to encouragedrecognizestrengths.

There are three types gferformanceevaluationsconducted. Copiesof the evaluation and
any updated job descriptionaustbe submittedto HumanResources upooompletion:
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1 New Hires Supervisorsire toconduct areviewof eachnewly hired employeeafter
completionof orientation and/or trainingand then againon anannualbasis.

1 Promotional- Supervisorsnayreview of eachnewly promoted or transferregémployee
after completionof orientation and/or trainingand then againon anannualbasis.

1 Regularemployees Supervisors shatbmpletea performancegoal discussion foeach
employeeat leastannually.

600.10 BONUS PAYMENT

¢KS / 202yYildxyaa F GA2Yy LIKAf2a2LKe Fff2ga FT2NJ 0KS O2yai
payments. Bonuses will be on a case by case basis and justification will be determined by the

Department Head/Elected Official in conjunction with Human Resources. Boatssubject to

Board review in Executive Session. Qualifiers for Bonus Eligibility:

1. Exempt Staff who have put in additional hours above and beyond regular norm, for periods of
time that are mission critical to the organizations operating needs. Exasnphy include:
Implementation of an organization initiative requiring additional hours and holiday work;
Weather/Seasonal events requiring staff to be available 24/7 for extended periods;

2. Incentive for meeting safety risk goals, bringing a reductiaciidents, injuries as well as a
cost savings to the County. Will be determined on an annual year to correspond with the
previous year risk management costs and trends.

3. Implementation of an initiative or process that brings significant efficiency, stiram
processes and/or cost savings to the county. The bonus amount will not exceed the amount
of the cost savings.

5. Other forms of incentive pay may be approved by HR in consultation with the BOCC, at the
request of the Elected Official.
The amount of a lumysum bonus may not exceed [dollar figure] or [percentage] percent of the
SYLX 28SSQa olasS alrtlINEE gKAOKSOSNI AsumBbME I G S NI 5SC
should be dependent on the nature and complexity of the accomplishraed the ability of the
County to fund the amount.

Only one bonus payout per year is allowable.
600.11 SWORN LAW ENFORCEMENT SALARY PLAN

Sworn Law Enforcement Officers wage and compensation plan will include pay grades and steps that
achieve both markieand internal equity policy, as approved by the Board of County Commissioners.

600.12 HIGHER DUTY PAY

Higher duty pay typically results in positions assuming additional responsibility, in addition to their
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current position or a temporary reassignmeastich has an interim position. These positions will
receive a minimum of 5% and maximum of 15% for higher duty pay increases.

600.13 ELECTED OFFICIALS

Bonner County promotes internal wage alignment and market competitive wages. Consequently, any
merit or pay policies approved in the general pay plan apply to both county elected and unelected
employees. Market surveys that are conducted by external consultants must, therefore, include both
elected and unelected employees.

600.14 EXEMPT STATUS

Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA) and
state law are exempt from overtime pay requiremeriployees who work in positions exempt from

the Fair Labor Sandards Aa (H.SA) are paid on a salary basis and are ineligiblefor both overtime pay

and comptime. Exemptemployeesare expeded to managetheir work scheduleto acamplish the

duties of the position, and may be required to work over forty (40) hoursin aweek, includingnights

and weekends.

600.15 MANAGEMENT SPAN OF CONTROL

SCOPE OF RESPONSIBLITIY: The following will be used in establishing supervisory/management level
titling

Alead Workeh & 'y Ay OdzyoSyd GKIFG FdzyOQlAazya Ay | af Sl Ré
employees working on dap day work, projects or a specific assignment basis. The Lead Worker does

not have full formal supervisory authority for staff assigned to projects; however, in order to complete
projects/assignment must be able to schedule and control the daily wogdramngements for a

specified group of employees. Lead employees are classified asxeompt and are eligible for a pay

differential based upon scope of duties. Leads normally have three or more employees in the work

group they are assigned to.

A Supensoris an incumbent thatustomarily and regularly directs the work of two or more
employeeswvorking in a department/unit and has the authority to hire or fire other employees or
whose suggestions and recommendations as to the hiring or firing and as aatlancement and
promotion. Typically a supervisor is responsible for those activities that are day to day. Supervisors
may be norexempt or exempt dependent upon scope of duties.

AManageris an incumbent who has broader responsibility for broad sgfacontrol for
department/unit activities and operations on a 24 hour basis. Duties normally include managing and
directing staff, hiring, firing, and conducting evaluations. Managers are classified as exempt.

ADirector/Department Heads an incumbenthat reports to the top position within for an entity or
department (CEO, Elected Official) and assumes full responsibility for that specific entity/department,
including operations, staffing, budget, and setting policy.

600.16Certification Pay:
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To be digible for certification pay, the minimum qualification of the job description must describe
what specific certification is necessary and noted as required or preferfed.a position to receive
certification pay it must be validated by industry sedrstiard(s) for that positionA certificate of
completion will be required by the individual. Once acquired certifications must be

maintained. Failure to renew a certification will result in loss of certification pazumbents may
have only one certiiation at any given time.

600.17 Rightto ChangeCompensatiorand Benefits

1. BonnerCountyreserveghe right to changegeneral compensatiorfor any reason deemed
appropriae by the Board o€ounty Commissiwrs. Compensatiomayalsobe adjusted
baseduponjob performanceandthe availabilityof funds tomaintaina solventCourty
budget. Hoursworkedmay be reducedor employeeamay be laid off by the Board of
CountyCommissiones orby ElectedOfficialsas necessamo meetbudgetaryconstraints
or workloadchanges.

2. TheBoardof County Commissiaers has approvedand adopted a Compensation
Programthat addressegob analysis,pay structures, performancananagment and
training programs. Eleced Officials anddepartment heals shallfollow the steps
outlined in the CompensatiofProgramwhen establishinghe pay structurefor a new
positionor re-evaluatinghe paystructurefor a currentposition.

Revision History:

BOCC Approval

October 2, 2017: 600.5.3 Merit Pay
600.15 Management Span Gbntrol

October 2, 2018 Removal of Payroll Policy articles to New Payroll Policy 650

August 6, 2019 Updated Policy Language from Salary to Wage/Pay

600.11 SWORN LAW ENFORCEMENT SALARY PLAN: Approved by the BOCC
October 1, 2019: Removed 600.10.2 Lumm3ar wage over the max

December 10, 2019: Removal of Sick, Vacation for PTO

August 2, 2020: Elected Officials Pay

October 1, 2020600.5.9 Chief Deputy Pay; 600.8 Layoff Recall

October 5, 2021: 600.16 Certification Pay

June 28, 2022: 600.6 Revidadguage on job description process

Owner: Human Resources
Contributor: Payroll
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APPENDIX A

Depart Head/Elected OfficidDevelops/Revises

Internal Analysis And Submits Job Description to Human Resource External Analysis
HR Performs Job Analysis Identifies External
Using Compensable Factor Benchmark Data Based or]
available data

Identify Appropriate Job Evaluates External
Title Based on Policy Competitiveness
Guidelines and Position
Elements

l

Groups Positiofs)into
Clusters and forms
recommendations

HR and Manager present to the BOCC
when a iecommendationis needed for

0 Grade Change witpotential
wage ajustment
o Or a new position

v

ApprovesRecommendation in
open session
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Payroll Policy and Procedures Policy No: 650

Original Date: January 2013
BOCC Approval/Revisedfective Date:  September 13, 2022

650.1PURPOSE

To establish the hoursf employment in the County's basic workday and workweek, and to
establish pay periods and paydays to administer the payment of wages, salaries and overtime.

650.2 COMPLIAN@HETHFAIRLABORSTANDARDSCT

Bonner County complies with the Fair Labor Standards Act and all applicable federal, state,
FYyR t20Ff flFga NBIFNRAYyI SYLI 28S8SS O02YLISyal GAz2yd
policies are written in such a manner to ensure compliance with such apjaitzavs.

650.3 HOURS OF WORK ADNERTIMEOMPENSATION NON EXEMPT

1. Hours of Work. Bonner County follows a normal work schedule of forty hours per week.
For purposes of the Fair Labor Standards Act, the workweek begins at 12:00 a.m. Sunday
and ends afL1:59 p.m. the following Saturday

2. Nonexempt employees (Non Sworn Law Enforcement) will be compensated at one and
one-half (1.5) times their regular rates of pay for all hours worked in excess of forty (40) in
a workweek.

3. Only hours actually worked wilke used to calculate overtime pay. Paid time off for
holidays, jury duty, PTO, CAT leave or any leave of absence will not be considered hours
worked.

4. Overtime worked must be authorized in advance by the Elected Official or Department
Head or theidesignee.

5. Compensatory time off in lieu of overtime payments may be granted. Compensatory time
shall accrue at the same ratio as would have been used for pay purposes; that ifphour
hour (straight time) or the equivalent of one and ehalf hours foreach hour worked of
overtime (time and ondalf). Accrued cmpensatory time may not exceedours and
should be used within ninety (90) days. Compensatory time must be agreed upon by the
employer and employee prior to the work being performed per the Eabor Standards
Act, 29 C.F.R 8553 (c). This agreement does not have to be in writing.

At the end of the fiscal year, hourly employees may carry up to forty (40) hours of accrued
comp time into the new fiscal year. Any additional comp time houovalthose limits
will be paid out at the end of the fiscal year. Employees with accrued comp time will have
their comp time balance paid out upon transfer to a salaried (FLSA exempt) position,
transfer to another department or office, or upon separatioarh County employment.
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6. Each Elected Official and Department Head is responsible for reporting overtime worked
and compensatory time earned by each rexempt employee within their department on
a biweekly pay period. Exempt employees may not earn eoisgtory time.

7. AnyEmployee may occasionally be asked to work beyond their normally scheduled hours.

8. BonnerCountydesirego utilizeemployeedo the maximum extentpossible including
useof personnehot normally assigned disastemergencyesponsibilities. Employees
whoarerequiredto work overtimein respondingto a disagerwill be compensatedat
the overtimerate of 1%timestheir regular hourly wage inaccordancewith exigding
BonnerCountypoliciesand therequirementsof the FairLabor StandardAct (FLSA).

650.4 SHIFT PAY

Bonner County provides shift differential pay for rexempt employees who are subject to work

shifts (time periods) that differ distinctly from the normal shift (workday), which begins at 8:00 a.m.
and ends at 5:00 p.m., Monday through Friday. Typicgti§t differential pay is approved for

positions in departments that require arourile-clock coverage or operations that consistently

require late evening and/or 24/7 (twenty four hours/seven days a week). Shift pay is based upon the
majority of hours woked and actual hours.

Positions which will be eligible for shift differential pay pursuant to this policy shall be determined by

0KS 9t SOGSR hTFAOALFE F2NJ GKFIG LIairAiArazyaQ RSLI NILYSy
of eligibility shalbe made consistent with the provisions of this policy.

Work which is scheduled during the morning, evening or weekend hours, outside of the normal shift,
on the basis of convenience to the employee shall not be considered work which is eligible for shift
differential pay.

650.5 STANDBY PAY CALL BACKSVDIRN NON EXEMPT

Bonner County recognizes the need to have certain critical employees able and available to
respond on a seasonal arall basis. Establishing Standby Pay for specific departments
requiresBOCC approval.

1. Compensation
A 9YLX 28SSa gAtf 06S O2YLISyal iSR G GKS Syl
hours during the time that they are ecall. On call time should be recorded
2y Sl OK SyYLXz2858qQa GAYS akKSSio LT Iy SY
paystops for the period of time they are engaged in actual hours worked.
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650.6 HOURS OF WORK AND OVERTIME SWORN OFFICERS

1. The work period, defined as hours worked through 80 hours within a fourteen (14) day
calendar for the purpose of computing overtime, shall be utilized by the County in
computing overtime compensation for all n@xempt sworn personnel. (BOCC
Approval 10/92018)

2. Overtime shall be paid for hours worked beyond 80 in a fourteen (14) day work
period. (BOCC Approval 10/9/2018)

650.7 MANAGEMENRESPONSIBILITY

Each Elected Official/Department Head or Designee is responsible for the sign off of any and
all payroll actions, including:

1. Ensuring that employees reporting to him/her have the correct regular and
overtime hours recorded and the correct leave hourd andes (PTO, CAT, etc.) reflected for
any leave taken.

2. Ensuring that all employees maintain accurate time records and hourly
SYLX 28S8a R2 y2i a@2tdzyGSSNE 2N FILAf (2 NBO2NR

3. Ensuring that timesheets are submitted in accordance with Bo@oemty policies
and procedures and are approved in a timely manner for processing by Payroll.

4. Ensuring that hourly employees are paid for all hours worked, whether or not the

employee had prior authorization to work the hours in question. Members of

YFEYyF3SYSyid Yle y2ad R201 +ty SyYLX2eSSqQa LIe& 2N
employee to fail to record hours worked. An employee may be disciplined for working

without prior authorization but said discipline may not include refusal or failureatofpr

time worked.

5. Ensuring that employees who violate the timesheet reporting policies or procedures
are counseled regarding the time reporting requirements and are advised of the
consequences of further infractions.

650. 8 REPORTING AND VERIFYINGME-RECORDS

1. Each norexempt employee is to maintain an accurate daily record of his/her
hours worked and ensure all regular and overtime hours are recorded on the
timesheet, rounded to the nearest (.26) an hour.

2. Record all absences from work schedules on the timesheet and ensure leave taken is
coded with the appropriate leave codes. Leave taken should be rounded to the nearest
tenth (.25) of an hour.

3. Obtain prior approval for any overtime wgad in the workweek.
650 Payroll policies and procedureBage |3
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program;* employees without computer access should provide a haritien,
completed, and signed timecard to supervisor and/or manager.

5. Submit the commted time record in the time period required for approval.

6. Exempt (Salaried) Employees
Employees who work in positions exempt from the Fair Labor Standards Act (FLSA) are
paid on a salary basis and are ineligible for both overtime pay and comp time. Salaried
employees are expected to manage their work schedule to accomplish the duties of th
position, and may be required to work over forty (40) hours in a week, including nights
and weekends. Salaried employees who frequently work fewer than forty (40) hours a
week or who frequently leave work early may need additional work, which is bestdta
as a performance issue.

Salaried employees are not managed on an hourly basis; therefore, they do not record
individual work hours but rather should document leave taken on their timesheet in 8
(eight) hour increments.

7. Time Off the Clock
Employesshould not work any hourthat are not authorizedby their supervisor.
Employeeshouldnot start work early, end work late, worturing an unpaianealbreak
or performany other extra oovertimework unlessauthorizedto do soin advanceand
that time isrecordedonthe S Y LJ 2 @resh&2ti Employeesre prohibited from
performingany & 2-thefOf 2 O ¢ &tBeMd|f @ raehrsthdedloyeeworks, but
failsto report it ontheir timesheet. Anyemployeewho fails to report orinaccurately
reportsanyhoursworkedwill be subjectto disciplinaryactionup to andincluding
termination of employment. (Refer to Time Off the Clock Addendum Attachment A)

1. Inrecording working time, should an employee engage in insubstantial or insignificant
periods of time outside the scheduled working hours, which cannot practically or
precisely be recorded, thttmeYl @ 06S O2yY&aARSNBR GRS YAYAYAAE
compensable For example, the courts have generally held that reading and/or
responding to an email or text message may be a de minimis activity. This rule apples
where a few seconds or minutes (usually less than 7 mifofesork are involved and
where the task & counting and recording such variant time takes longer and is more
complicated than actually completing the task itself. The County does not expect, ask,
or require employees from any deparént to check emails or texts asitle of work
hours;however,some employees may access emails or texts as a quick and
convenient way to view upcoming events/tasks. If an employee chooses to access
emails and/or texts as a matter of convenience, the abmantioned timereporting
guidelines must be followed and aWemintues spent on a task should not be reported

as compensable overtimenless approved by a supervisor.
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2. There may be occasional situations in which a more significant amount of time must
be spent to complete work activities outside of work hours. Elygés who anticipate
0KS ySSR FT2NJ 208SNIAYS (2 O02YLX SGS GKS 4SS Q:
advance and obtain approval prior to working hours that extend beyond their normal
schedule. In emergency situations when this is not possible, the gm@lis required
to notify his/her supervisor of any tasks performed outside of regular work schedule
for consideration and/or approval for such overtime pay. Employees who fail to obtain
approval or to report hours worked in excess of their normal worledale or those
thresholds may be subject to disciplinary action up to and including termination.

650.9 BREAKTIME FOR NURSING MOTHERS

Section 7 of the FLSAquiresemployers tgprovide reasonable break time for an employee to
express breast milk for her nursing child for one year after the child's birth each time such
employee has need to express the milk. Nursing mothers are ensured a place, other than a
bathroom, that is shikeled from view and free from intrusion from coworkers and the public,
which may be used by an employee to express breast milk.

650.10 HOURS OF WORK AND PAYDAYS

1. Hours of Work. The County follows a normal work schedule of forty hours per week. For
purposes of the Fair Labor Standards Act, the workweek begins at 12:00 a.m. Sunday and
ends at 11:59 p.m. the following Saturday.

2. Pay Period, Payroll Week and Payday.
A. A pay period is composed of two consecutive payroll weeks.

B. A payroll week runs from2t00 a.m. Sunday of one week through 11:59 p.m. Saturday
of the same week. Therefore, the pay period runs from 12:00 a.m. Sunday of one
week through 11:59 p.m. Saturday of the following week.3.

C. County employees are paid on the Friday following the entiepay period.

D. Resignations. Employees who voluntarily leave County employment for any reason
will be issued their final paycheck no later than the next regular payday pertaining to
the pay period in which their employment ended.

650.11 PAYROLDEDUCTIONS

LG Aa .2yySNI/2dzyieQa LRtAOe (2 O2yL}i e gAGK | LILIXAO
improper pay deductions specified in Title 29 of the Code of Federal Regulations §541.602(a) may not

be made from the pay of employees who are sgbje the salary basis test under the Fair Labor

Standards Act.

1. It is the obligation of each employee to monitor the accuracyof each paycheck
received. Informationshown on the employee's paycheckstub is provided for
information only. Actualpracticesrespecing theissuancef paychecksnd allocation
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of employeebenefitsmustbe consisent with official policyof the County. In the event

of disagrement between the computergenerated paychec#tub and official policyas

interpreted bythe Boardof Courty Commissipners withthe assistanceof the County

Auditor, the policy shall prevail. Employeesare obligatedto callto their & dzLJS NIJA & 2 NR &
attention any discrepanciesn payroll practices, whether to the advantageor

disadvamage ofthe employee with in 4 (four) pay periods of the occurrence.

2. Inaccordwith 1.C.8 45609 or its successomo payrolldeductionswill be madefrom
anemployeS Q&  LJ-udlédsadhorizedin writing by the employeeor asrequired
by law. If an employee believes thainy deduction has been made from their pay that
is inconsistent with their salaried status, they should immediately contact Payroll.

3. Any complaint will be resolved within a reasonable time given all the facts and
circumstances. If an investigation revetiat an employee was subjected to an improper
deduction from pay, they will be reimbursed and the employer will take whatever action it
deems necessary to ensure compliance with the salary basis test in the future.

650.12TRAINING TIME

ly SYLX28SSQa FGGSyRFyOS G G Ndedstyieifollavingf@ua A A2y a Aa O
criteria are met:
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2. Attendance at the training session is voluntary,
3. Thett AYAy3d aSaairzy Aa y2i RANBOGfe NBfFGSR G2
4. The employee performs no productive work during the training session.

650.13 COMRESATONWHILE SEMNG ON JHYDUTYOR AS A WITNE IN A COURT
PROCEEDING

1. Servingon JuryDuy
Leavewill be grantedand full payprovidedto employeesadledto serve onjury duty.

If anemployees calledfor jury duty on ascheduledwork day, andthe jury duty is
completed beforeghe end of the day,the employeeis expectedo return to work.
Departmentheadswith shift requirements willdiscusghe schedue expectations withan
employeewho serves orjury duty. Timespenton jury duty doesot count ashours
worked forthe purposesof calculatingovertime or compensatorytime. The
compensatiortheckthe employeereceivedor jury duty doesnot have tobe returnedto
the County.

2. WorkRelatedwitnessin a CourtProceeding

Whenanemployeeis directedto appearasawitnessor to attend court inany capacity
in connectionwith his/her official Countyduties,he/she shalhot be entitled to receive
anycompensation fromthe court. Necessary travelkpensesncurredby the employee
will be paid by BonnerCounty unlessreimbursenent is made to the employeeby
anotherentity or individual.
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TheBonrer CountyBoardof Commissioers recogizesthe importance ofS Y LI 2 & SSQa
daysoff andthe needto adequately compensathe{ K S NJffigepefsannefor court

time. Theminimum time allowedwill be 4 (four) hoursfor court proceedingdasting

four hoursor less. Courtproceedings lastingver four hourswill be compensatedty

the actualtime, roundedto the nearestquarter hour.

3. NonWorkRelatedwitnessin a Cout Proceedng

If an employeeis subpoenaed as witnessin a court case,whichis notwork related,
he/she shalluseaccrued omptime then PTO leavéor the court appearance andnay
keep any witnessfees received. If no comptime or PTOleaveis available, therthe
employee may take leave without pay. If there is any question as to the work-
relatednessof the court duty, the employee shall provide documentatiorto the
departmenthead and/or HectedOfficial who will makethe decision.

650.14 TRAVEHXPENSEEIMBURSEMENT

An employee on approvedCaunty businessshall be reimbursed for necessamgxpenses
incurred in completing his/her work-related assigment in accord with the policies
establisted by the Board of County Commissiwrs. Eachemployeeis responsiblefor
providingverifiedreceipts foranyexpensegor whichreimbursemenisrequestedin accord
with I.C. 8§ 311501 orits successor. Refer to Bonner County Travel Policy and
ReimbursemenProedures. A copyof the BonnerCountyTravelPolicyand Reimbursement
Procedureganbe obtainedthroughthe HumanResources Office.

650.15 ON-THEJOBINJURIES

2 2 NJ &NEesation forthe first five dayswill not be paid by the SQate Insurancdrund
unlessthe disability exceedsl4 days. In suchinstances, thefirst five dayswill be paid

retroactivelyon the 15th day. It shallbe the policyof Bonner Countythat employees
take availableCATleavefor those first five daysof any injury and if the injury continues,

onthe6th day, CAT leavehallceaseandthe g 2 NJ Gmge3atiorbenefitsshallbegin.
L ¥ ¢ 2cbidpéhbkEof issventuallypaidfor the first five days,that check doesiot have
to bereimbursedio the County.

However,beginningon the gth day of any injury, the employee must follow therulesof
the Statelnsurancd-undon compensationandmaynot useCAT leavfrom the Countywhile
collectng benefitsfrom the Stae fund, however, theemployee may authorize the use of
accruedPTOleave, CATleave or compensationtime to be usedto pay for employee
approveddeducticnsnot paidfor by the County.

Forswornlaw enforcement offices, the Caunty shallhandleg 2 NJ SNR A& OdavmkISy al G A2y
pursuantto IdahoCode,Title 72, Chapter 11.
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650.16 MILITARY RESERVE DUTY (NON USERRA)

PTO time is not earned during anpaid leave of absence, with the exception of a Military
Reserve Training Leave of Absence and any other provision regarding PTO accrual for
military service which is also covered by Federal or Idaho State law.

650.17 Direct Deposit
Bonner Countgncourages Direct Deposit for every employee

Upon Hire:

Bonner County offers direct deposit for every employee. When the completed paperwork is provided to
payroll, a prenote, or sample file, will be forwarded to the banking institution on the followiagday

for account verification. The employee will receive a paper check during this process.

Upon Separation:
LLRY Y20AFAOFGAZ2Y 2F NBaAdylFdiAz2y FTNRBY . 2yySNI/ 2dz/i
and his/her final check will be in tHerm of a paper check.

Owner: Human Resources

Contributor: Payroll

BOCC Approval Revision History:

December 17, 2029: Revised Policy 650.3.3 PTO and CAT accruals and time
October 1, 2020: Added 650.17 Direct Deposit

September 13, 2022: Revised Pob&p.3 Comp time change 80 to 40
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EmployeeBenefits PolicyNo: 700

Original Date:  January 2013

Supersede$olicyDate: October 1, 2020
Revised Hective Date/BOCC Approval:  November 82022

700 EMROYEBENEFITS

BonnerCaunty offers a number of employee lenefits for regularfull-time and
part-time employees. These benefit offerings are subject to change or
terminationin the solediscretionof the Boardof CountyCommissioners.Each
benefitofferingis subjectto the specificterms of its respectivecontractfor such
servicesand/or official resolutionof the Boardof CountyCommissioners.

700.1 Noticeand Schedulingf Leave

Employees mustompete a leaverequestform for all PTOand CAT leaveised
andsubmitit to their supervisor forapprovalprior to usingany PT@r CATleave
time. Employeesire requiredto providetheir supervisorwith advancednotice
pursuantto departmentpolicy.

Theremay be occasons, sich as sudden illnessor injury, when an employee
cannot notify his/her supervisor in advanceas required. In those situatims,

employeesmust inform supervisorsof their circumstancess sooraspossible
andmaybe requiredto provideaR 2 O (indt&lD &

700.2 Paid Time Off Program (PTO)

¢KS . 2yySNI /2dzydié tIFAR ¢AYS hTF 04t ¢hé0d LINEIN
Time eligible employees more individual responsibility and flexibility in managing time off

from work, while still meetingt§ 2 LISNJ GA2ylf ySSRa 2F . 2yySNJ /2
PTO program provides time off for aagprovedabsence, including vacation, incidental sick

dza S IyR NB&ld FYR NBfFEFGA2YZ 6AGK | LINRJAARA?2
I O 02 dzy (i ATUAdToubths Slesigned for longer term medical needs and may be accessed

in the event of a *qualifying leave under Bonner County policy and must be designated by

0KS 1 dzYty wSaz2dz2NOSa o0dal wéov 5SLI NLIYSYyGo

*Qualifying Leave Policies include:

Non FMLA Medal and Personal Leave #760
Family Medical Leave Act (FMLA) #750

Americans with Disabilities AGtReasonable Accommodation #775
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County.
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designated paid holidays each year.
PTO ACCRUALS
All regular, full time employees will accrue PTO hours according to the tables below. Regular,

part-time employees who work a minimum of 20 hours per week will accrue on -aaped
basis. Elected Officials are exempt from this policy and do not accrue PTO

| OONMz £ ©0S3IAya 2y GKS SyLX 28S5SQa FANBRUOG RIFHe 27

earned/accrued the PTO time. Accrual is based on total paid hours, including regular hours
worked and paid leave. PTO will not accrue to any employee ome étout pay (with the
exception of amilitary reservetrainingleaveof absenceandanyother provisionregardingPTO
accrual for military service to the extent required by Federal or Idaho Eete suspension
without pay, layoff, or when working ovtme.

Maximum Accrual PTO accrual maximums are capped as set forth in Table 1 and 2. If the PTO

AN ¥ oA A ¥ A x~
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the maximum accruals are achieved, accrual ceases until PC@Tohours are used.

Paid Status Employees must be in paid status for all portions of their scheduled workdays
during the pay period to earn credit for PTO time. An employee inpaoeh status (i.e. on an
unpaid leave) will not accrue PTO during thiseti

RateofPay t ¢h LI & gAff 0SS LI AR -ine hdudy rate ¥flphysde SSQa
regular base salary for the approved PTO period.

Overtime PTO and CAT hours are not counted as hours worked for purposes of calculating
overtime. Emplgees may not use PTO or CAT hours to increase their hours beyond their normal
work week.

Table 1¢ PTO Accrual Rates Based on Huthe, 40 Hours Per Week*

Months of Service PTO Hours PTO Hours PTO Maximum Maximum CAT
Accrued Per Yea| Accrued per AccrualLimit Account Accrual
Pay Period (Hours) Limit (Hours)
0-35 162 6.2308 162 480
36-59 202 7.7692 206 480
60-119 227 8.7308 236 480
120+ 266 10.2308 290 480

*20 hours per weels0%; 24 hours per wedd0%; 30 hours per weéls%:;35 hours per week
87.5%. If you are needing exact accrual please speak with Payroll.

700 Employee Benefitd?age |2

NI



Table 2¢ EMS Division PTO Accrual Rates Based orThulé, 48 Hours Per Week*

Months of Service PTO Hours PTO Hours PTO Maximum Maximum CAT
Accrued Per Yeal Accrued per Accrual Limit Account
Pay Period (Hours) Accrual Limit

(Hours)
0-35 243 9.3462 162 480
36-59 303 11.6538 206 480
60-119 340.5 13.0962 236 480
120+ 399 15.3462 290 480

The County encourages employees to use PTO in the same year in which it accrues.

Although an employee can carry over unused PTO time from year to year, there is a cap on

the amount of PTO time an employee can accumulate. Once an employee has reached his

or her cap (i.e. has accrued the maximum amount of PTO as provided in column 3 of the

¢clofSa Fo20S0 |yR KIFa NBFOKSR GKS OFLI F2N) GKS
Account has 480 hours), the employee cannot accrue any additional PTO except to the

extert that prior PTO is used. Employees may motrue more hours than the PTO

Maximum Accrual Limit or Maximum CAT Account Accrual Limit set forth in Table 1 or 2 at

any time.

PTO USEach employee is responsible for managing his or her PTO accouimpoitant

GKFG SIFOK SyLX2eSS LXFly FKSFR F2NJ @FO0OFiAz2ya
odzaiySaad ¢KAa |faz2 YSkya K2t RAy3 GAYS Ay aNB.
Scheduled AbsenceScheduled absences are time off that is planned aneapproved by the
SYLX 28SSQa 9f SOGSR hFFAOAILIE 2NJ RSLI NLYSy(d adzJSN

surgery or medical leave covered by the FMLA policy, vacations, and personal daysuiitye
reserves the right to ask an employee to adjust his or her requested vacation dates or personal
RFea 2NJ 0AYS&a o0lFaSR 2y (KS /2dzyieQa 2LISNIGAZ2YIf

Unscheduled Absencebinscheduled absences are time off that is not approved in advance in

0KS GAYS 2dzift AYSR dzyRSNJ G4KS GNBIljdZANBR y20AFAO
unscheduled absence, the employees must provide their Elected Official or supervisor with as

much notice as practicable. Requests for unscheduled leave should be limited to: sudden

personal or family illness/injury, death in the family, or emergency situations.

Please refer to the PTO Request and Notification Procedures outlined at p. 3 of ttys poli

Excessive AbsenteeisniRegularly scheduled attendance is essential to the effective operation
2F SIFOK RSLINILIYSyiGd ! yaOKSRdZ SR 6aSyo0Sa
GKS | 06aSyil -Bowed. PxéeSstv@unscl@duled absenchmnic tardiness, flure

to follow the departmenk RA A aA 2y Qa y20AFAOFIGAZ2Y 2NJ NBIljdzSai
GKS t¢h LINRPINIYQE FESEAOAfAGE YI& NB&adA G Ay RAZ

yS3l i,

Employees are strongly encouragedéake a minimum of 40 PTO hours. Employees who do not
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use a minimum of 40 hours of PTO hours during the fiscal year may be subject to mandatory

scheduling revisions.

J1e¢r{e¢whtI L/ {L/Y [9! %09

'/ /h!be¢
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CAT Account Uses The CAT Account ieserved for qualifying leave for serious health
conditions under Bonner County policies, which include FMLA Policy #750, Non FMLA Personal
Leave Policy #760, and Reasonable Accommodation Policy #775. The CAT Account is not a
separate pool of money, but @n accounting vehicle only and is used solely for the purpose of
tracking eligibility for paid leave, not to create a separate plan or to give any employee a right

to or interest in any specific fund. Payments that are treated as paid from the CAT Aaceunt
actually paid from the employers general assets and are made as part of the normal payroll

process.

Access to the CAT Account must be designated by the HR Department. Employees or qualifying
family members who have a covered event that will requite employee to be absent for
longer than three (3) working dayger condition are required to contact their immediate
supervisor and the HR Department to apply for leave. The HR Department must designate the
qualifying leave prior to the employee accesgstheir CAT account. For purposes of this policy,

Glidd t ATEAYI FIYALSR

YSYoSNE

g At

0S RSTAYSR

required to use a minimum of twentfjpur hours of PT@er conditionprior to accessing their

CAT account. Newly hteemployees who may not have accrued twefdyr hours of PTO, the

3 days may be unpaid. For employees who have legal entitlement to paid time off for any reason
and have no other paid time off available and have not accrued PTO sufficient to coverdhe pa
time off that the employee is entitled to, the CAT Account can be accessed to provide such leave.

Increasing CAT AccountHodts 'y SYLX 228SSQa

AYRAGARdzEE [ ! ¢

hire with an initial County contribution of 24 hours into taecount. Employees build hours in
their CAT Account by automatically rolling hours from their PTO into their CAT Account once
maximum accrual limits are met. Employees may accrue a maximum of 480 hours in their CAT

Account.

2 2 NJ] SNRa / 2 EmBBogesloii an2approved medical leave of absence due to a
workplace injury may access the CAT Account to supplement wages provided by the State.
Employees are required to use a minimum of twefayr hours of PT(per eventprior to
accessing their CAT accouRMLA will run concurrently for FMLA eligible employees who are
on an approved, qualifying leave of absence. Monthly income is determined by the State.
Employees should contact the HR Department for more information.

PTO AND CAT PROCEDURES

PTO and CATSRj dzSaid t NROSR
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regular process. To request CAT leave, employees must complete an CAT time off request form
for CAT Leave and submit it first to their Elected Official or department supervispdmval,

and then to the HR Department. The Elected Official or department supervisor must approve
scheduled or unscheduled absences before PTO can be used. The HR Department must
designate qualifying leaves of absence before any employee can use OAfit dours.



Required Notificatio 9 Y L) 2&8SSa Ydzad 3IAGS y2GA0S O2yarai
notification process. For emergency situations, notice must be given as soon as practicable.

PTO Increments for NelBxempt/Hourly EmployeesPTO may be taken in increments of 15
minutes or more.

PTO Increments for Exempt/Salaried EmployeE3O may be taken in increments of one full
day or more, depending on the weekly work performed, which may require flexing or working
additional hoursdf feasible later in the week, except for FMLA leave which will be recorded in
increments down to 15 minutes or more. Exempt employees are generally expected to work a
minimum of 40 hours per week without compensation for overtime. Unauthorized deductions
from pay will not be made in the event an exempt employee has exhausted all of their PTO
accruals.

Leaves of Absence Employees or qualifying family members who have a serious health
condition, that will require the employee to be absent for longer thilaree (3) working days

per condition are required to contact their immediate supervisor and the HR Department to
apply for leave. This is required regardless of whether an employee has accrued hours in their
CAT account.

Certification Employees may fé¢B5 Ij dzZA NER (2 LINBPRGJARS | KSIFfGdKOIFNB |
relevant documentation verifying the necessity for an absence of three (3) consecutive working

days or more. The verification need not explain the nature of any health condition. Employees

may be required to provide a fitness for duty certification upon return from a medical leave.

Unpaid Leave If there are insufficient PTO hours available, and the absence does not qualify

for use of the CAT Account, the employee may be considered far \gietvout pay. Any request

F2N) dzy LI AR fSIF @S Ydzald 06S adzoomYAGGSR Ay gNRGAYy 3T
supervisor, and approval of such requests shall be in the sole discretion of Bonner County to the

extent such requirements are contgat with any FMLA protection or similar legal protection.

SEPARATION OF EMPLOYMENT

PLIRY aSLINFXdA2y FNBY SYLIX 28YSyidx | OONUWzSR t¢h K
current pay rate up to the maximum accrual limit, subject to taxes and requiredibations

and withholdings. All unused CAT Account hours will be forfeited without compensation upon
separation from employment.

PTO or CAT Account hours may not be used for the purpose of advancing the date of resignation,
retirement, termination, laydf or other predetermined separation of employment. For
example, an employee who submits a notice of resignation will not be allowed to use PTO to
cover the last days of employment instead of working. The date of separation from the County
will be the lastay actually worked and PTO will be paid out to the employee rather than shown
as time off. This shall not apply to any unpaid leave of absence.

If an employee is rehired within 30 calendar days of the date of separation, the employee will
begin accruig at the rate the employee was accruing prior to separation. Prior PTO balances
and CAT accounts will not be reinstated.
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Retirement Separation Employees 55 years of age or older with 5 years or more of continuous
service with Bonner County will receiup to 25% of their CAT balangee-tax (if applicable),
into a Funded HRA Account.

700.41.C.8 73-108 Holidays

Regularfull-time employeesshallreceive compensatiorfor 12 holidaysbasedon 8hoursper
holiday at the S Y LJ 2 &e§uiu@ade of pay. However,if an employee would lose pay
becauseof the holiday, holiday pay shall be increasedup to a maximum of 12 hours.

If the holiday falls on a regularly scheduledwork day and the employeeworks that day, the

employee will receie compensation for workingK I & Rl & | (i (fedularrate wilpiiy2 @ SSQa
andan additional 8 hous of pay for the holidaylf the holidayfallson a daythat the employeeis

not reguarly scheduledo work,the employee will receive compensation fworking the regularly

scheduled work week and an additional 8 hrewf pay for the holiday.

Parttime, temporary and seasonakmployees shallreceiveproportional holiday compensation
based on the hots worked that pay period.

The holiday schedulemay be changedat any time by the Board of County
Commissioners.

Recognizeéfolidays:

NewYear'Day ColumbudDay
Martin LutherKing,Jr Day PresidentsDay
MemorialDay Veteran'sDay
Juneteenth ThanksgivigDay
Independenc®ay Christmas Eve
LaborDay Christma®ay

700.5 Bereavementeave

Up to five days of paid leave of absenceshall be provided for a death in the

immediatefamily (spouseparerts, step-parents,grardparents, sep- grandparents,
children, step-children, grandchildren, bothers, sisters, motherin-law, father-in-

law, sorrin-law, daughterin-law, brotherin-law, sisterin-law, grandmoter-in-law
and grandfatherin-law). Additionalleave maybe grantedfrom accrued comgime

or PTAeave. FMLA may be a qualifying event for use of CAT time.

700.6. FuneralLeave

Paid time off not under700.5 Bereavemeat Leavewill be alloweda limit
of 2 hoursperoccurence.
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700.7. Donationof PTOLeave

In the eventa Countyemployeesuffers from a medicalemergencyinvolving
life threatening or critical illness or injury, a transfer of PTOtime shall be
from one employeeto another shall be processed upon satisfying the
following conditions

A. Theemployeereceiving the donatiomust have exhausteBTO,
comp timeand CAT leaveeforedonatedleave canbe used;

B. ThedonatedPTOleavewill be addedto the receivingemployeed
CATleaveaccaint;

C. The donating employee must have more than 80 hours PTO
balance and may not exceed 40 hours of transferred PTO in the
calendar year.

D. The donated time is limited to 12 months and used only for the
condition certified by Human Resources.

E HumanResourceswill confirm the medicalnecessity.All health
informationremainscorfidential.

F. Payroll wilhllocatethe CAT time per pay period consistent with
GKS NBOSAGAY3 SYLX 288SQa (GAYS 2FF ySSRac

700.8MILITARY RESERVE DUTY (NON USERRA)

All employees of the county who are members of the National Guard, or who are reservists in the
Armed Forces of the United States, are entitled to one hundred twenty (120) hours of military leave of
absence from their respective duties without loss of gaye, or efficiency rating during which they

are engaged in annual active duty training or active duty in lieu of training each federal fiscal year.
Weekend drill obligations, state active duty, and title 32 orders are not considered federal active duty
training under this policy.

Military leave with pay will be authorized when the employee submits a copy of their federal orders
from the appropriate military jurisdiction, which sets forth the dates of required military service. Each
period of absence mudte supported by orders or other documentation on file in the employee's
military unit headquarters.

7009 Changen Benefits

BonnerCounty,through the Boardof CountyCommissionergieservesthe
right to change,condiion, or terminate any benefits setforth in this section.
No employee shallacquire any rights in any current or future status of
benefitsexceptasthe law otherwiserequires.

70010 Benefitsfor All Employees
All employees sHll receivebenefis as required by law to include Workers
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Compensationinsurance. All other benefits are to be determinedby the
Boardof CountyCommissioners.

700.11 InsuranceCoverageéivailableto Empbyees

Healthinsuranceis availableto employees, whose status is 20 hours or more
per week andamily membersin accordanceavith the terms and conditions
of the / 2 dzy Go@t@ct for such services. Other insuranceofferings
including life insurance, medical insurance, dentahsurance, vision
insurance, health savings accaunts, flexible spending acounts, and
supplemental incomgrotection are availableat the S Y LJ 2 &a®i®Q &
| 2 dzy @xpédse. The Human ResourceBirectorshall be contaded for
additionalinformation. Anysuch offeringsre subjectto changeat any time.

700.12 Retirement

Theretirement planof BonnerCountycombines benefis of the Public Employees
RetirementSystemof ldaho (PERSNvith SocialSecurity(FICA). PERBIandates
withholdinga percentageof anemployee'gyrosssalaryfor pensionpurposeswhich
ispresentlyexemptfrom Federabnd Stateincome taxesBonnerCountycontributes
an additional amountto PERSIContact the HumanResource®irectorfor further
information.

700.13 MiscellaneousBenefits

Inadditionto the benefitslistedabove, the followingmiscellaneousenefits maybe
available to employeesfor participationin accordancewith the terms of their
respectivepolicyor agreement:

A. Credit unionparticipation

B. Employeerequesteddeductionprogramssubjectto Countypolicy
C. Provisionof uniforms,tools, equipment allowancegtc.

D. BEmployeeassistance program

Any such offerings are subgct to change at the Board of Caunty
CommissiaS Nsgbl€Xiscretionat any time.

700.14 Transferof Benefitswith Empbyee Transfer

Accruedbenefitsfor each employeecontinueto the benefitof that employee if the
employeetransfersfrom one department to another within Bonner CountyAny
suchtransfer will not resultin a reduction of benefit offerings separateand apart
from thoserealizedby employeessimilarlysituated.

70015 Coverage Effective
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1. New employees hired the'115" of the month, benefit effective date will bef'l
of the month following date of hire.

2. New employees hired 1631 of the month, benefit effective date will be'bf
the month following 30 days from date of hire.

3. Current Employees moving to a benefit eligible position will have benefits
effective first of the month following the change in status.

Revision Histoy:

BOCC Approval March 3, 2016: Added 700.7

BOCC Approval August 22, 2017: Added 700.14, EMS PTO

BOCC Approval October 3, 2017: Added 700.13.B, Benefits Effective Dates

BOCC Approval October 1, 2018: Deleted Personal Leave; Revised 700.3; 700.6; 700.12

BOCC Approval October 1, 2019: Updated 700.10 Benefit Eligibility 20 hours or more per week.
BOCC Approval December 17, 2019:

Removal of Policy Sick and Vacation Language adding PTO Program

Removal of EMS PTO Benefits

700.2 Recognized holiday consolidafer all Bonner County Employees

Updated 700.7 Donation of PTO Leave

700.12 Removal of Deferred Compensation Plans

700.2 updated verbiage to read 25% of their CAT balance-wpre

700.4 updated on recognized holidays

BOCC Approval October 1, 2020: Addition of Christmas Eve Holiday; Deletion of Personal Holiday
BOCC Approval January 14m 2021: 700.7 Donation Leave limited to 12 months

BOCC Approval November 9, 2021: Added Juneteenth to Benefits Policy 700.4

BOCC Appral June 28, 2022: Adding Military Reserve Duty Language

BOCC Approval November 8, 2022: Removing PTO Limited Buy Down EMS and Other Employees;
Removal of Conversion Process.

Owner: Human Resources
Contributor: Payroll
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Family Medical Leave Act (FMLA) Policy No: 750
Supersedes Policy Date: June 7, 2016

Revised Effective Date: December 17, 2019

Bonner County will provide Family and Medical Leave to its eligible employees. Bonner County posts
the mandatory FMLA Notice and upon hire provides all new employees with notices required by the
U.S. Department of Labor (DOL) on Employee Rights and Responsibilities under the Family and
Medical Leave Act. Bonner County Human Resources is solely responsible for administering FMLA
on behalf of county employees.

The function of this policy is to provide employees with a general description of their FMLA rights. In
the event of any conflict between this policy and the applicable law, employees will be afforded all
rights required by law.

If you have any questions, concerns, or disputes with this policy, you must contact Human Resources.
750.1 General Provisions

Under this policy, Bonner County will grant up to 12 weeks (or up to 26 weeks of military
caregiver leave to care for a covered service member with a serious injury or illness) during a
12-month period to eligible employees. The leave may be paid, unpaid or a combination of paid
and unpaid leave, depending on the circumstances of the leave and as specified in this policy.

A.  Eligibility

To qualify to take family or medical leave under this policy, the employee must meet all of the
following conditions:

1) The employee must have worked for Bonner County for 12 months or 52 weeks. The
12 months or 52 weeks need not have been consecutive. Separate periods of employment will
be counted, provided that the break in service does not exceed seven years. Separate periods
of employment will be counted if the break in service exceeds seven years due to National
Guard or Reserve military service obligations or when there is a written agreement, including
a collective bargaining agreement, stating
the service break. For eligibility purposes, an employee will be considered to have been
employed for an entire week even if the employee was on the payroll for only part of a week or
if the employee is on leave during the week.

2) The employee must have worked at least 1,250 hours during the 12-month period
immediately preceding the commencement of the leave. The 1,250 hours do not include time
spent on paid or unpaid leave. Consequently, these hours of leave should not be counted in
determining the 1,250 hours eligibility test for an employee under FMLA.

B. Type of Leave Covered

To qualify as FMLA leave under this policy, the employee must be taking leave for one of the
reasons listed below:
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1) The birth of a child and in order to care for that child.

2) The placement of a child for adoption or foster care and to care for the newly placed
child.

3) To care for a spouse, child or parent with a serious health condition (described below).

4) The serious health condition (described below) of the employee.

An employee may take leave because of a serious health condition that makes the employee
unable to perform the functions of the employee's position.

A serious health condition is defined as a condition that requires inpatient care at a hospital,
hospice or residential medical care facility, including any period of incapacity or any subsequent
treatment in connection with such inpatient care or a condition that requires continuing care by
a licensed health care provider.

This policy covers ilinesses of a serious and long-term nature, resulting in recurring or lengthy
absences. Generally, a chronic or long-term health condition that would result in a period of
three (3) consecutive days of incapacity with the first visit to the health care provider within
seven days of the onset of the incapacity and a second visit within 30 days of the incapacity
would be considered a serious health condition. For chronic conditions requiring periodic health
care visits for treatment, such visits must take place at least twice a year.

Employees with questions about what illnesses are covered under this FMLA policy or under
the company's PTO/CAT leave policy are encouraged to consult with the Human Resource
Manager.

If an employee takes paid CAT leave for a condition that progresses into a serious health
condition and the employee requests unpaid leave as provided under this policy, Bonner
County may designate all or some portion of related leave taken as leave under this policy, to
the extent that the earlier leave meets the necessary qualifications.

5) Qualifying exigency leave for families of members of the National Guard or Reserves

or of a regular component of the Armed Forces when the covered military member is on

covered active duty or called to covered active duty.

An employee whose spouse, son, daughter or parent either has been notified of an impending

call or order to covered active military duty or who is already on covered active duty may take

up to 12 weeks of leave for reasonsrelate d t o or affected by-ugdne f ar
service. The qualifying exigency must be one of the following:

short-notice deployment

military events and activities

childcare and school activities

= = =2

9 financial and legal arrangements

1 counseling
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9 rest and recuperation
1 post-deployment activities, and

9 additional activities that arise out of active duty, provided that the employer and employee
agree, including agreement on timing and duration of the leave.

Eligible employees are entitled to FMLA leave to care for a current member of the Armed
Forces, including a member of the National Guard or Reserves, or a member of the Armed
Forces, the National Guard or Reserves who is on the temporary disability retired list, who has
a serious injury or illness incurred in the line of duty on active duty for which he or she is
undergoing medical treatment, recuperation, or therapy; or otherwise in outpatient status; or
otherwise on the temporary disability retired list. Eligible employees may not take leave under
this provision to care for former members of the Armed Forces, former members of the National
Guard and Reserves, and members on the permanent disability retired list.

In order to care for a covered service member, an eligible employee must be the spouse, son,
daughter, or parent, or next of kin of a covered service member.

ay A nson or daughter of a covered service memb
biological, adopted, or foster child, stepchild, legal ward, or a child for whom the covered
service member stood in loco parentis, and who is of any age.

b) A iparent of a covered service member o means
adoptive, step or foster father or mother, or any other individual who stood in loco parentis to
thecoveredservi ce member. This term does not include

¢) Under the FMLA, a Aspouseod means a husband o
state where the employee resides.

d The Anext of kin of a cover ed slaivewther thanithe mb e r ¢
covered service member's spouse, parent, son, or daughter, in the following order of priority:
blood relatives who have been granted legal custody of the service member by court decree
or statutory provisions, brothers and sisters, grandparents, aunts and uncles, and first cousins,
unless the covered service member has specifically designated in writing another blood relative
as his or her nearest blood relative for purposes of military caregiver leave under the FMLA.
When no such designation is made, and there are multiple family members with the same level
of relationship to the covered service member, all such family members shall be considered
the covered service member's next of kin and may take FMLA leave to provide care to the
covered service member, either consecutively or simultaneously. When such designation has
been made, the designated individual shall be deemed to be the covered service member's
only next of kin. For example, if a covered service member has three (3) siblings and has not
designated a blood relative to provide care, all three (3) siblings would be considered the
covered service member's next of kin. Alternatively, where a covered service member has a
sibling(s) and designates a cousin as his or her next of kin for FMLA purposes, then only the
designated cousin is eligible as the covered service member's next of kin. An employer is
permitted to require an employee to provide confirmation of covered family relationship to the
covered service member pursuant to § 825.122(k).

fiCovered active dutyodo means:
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The

(a) iCovered active dutyo for members of a
duty during deployment of the member with the Armed Forces to a foreign country.

(b) (2) Covered active duty or call to covered active duty status in the case of a member of the
Reserve components of the Armed Forces means duty during the deployment of the member
with the Armed Forces to a foreign country under a Federal call or order to active duty in support
of a contingency operation, in accordance with 29 CR 825.102.

The leave may commence as soon as the individual receives the call-up notice. (Son or
daughter for this type of FMLA leave is defined the same as for child for other types of FMLA
leave except that the person does not have to be a minor.) This type of leave would be counted
toward t he ewepkmaynam of&MLA Bave in a 12-month period.

6) Military caregiver leave (also known as covered service member leave) to care for an injured
or ill service member or veteran.

An employee whose son, daughter, parent or next of kin is a covered service member may
take up to 26 weeks in a single 12-month period to take care of leave to care for that service
member.

Next of kin is defined as the closest blood relative of the injured or recovering service member.
term ficovered service member 0 means:

(a) a member of the Armed Forces (including a member of the National Guard or
Reserves) who is undergoing medical treatment, recuperation, or therapy, is otherwise in
outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or
illness; or

(b) a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious
injury or illness and who was a member of the Armed Forces (including a member of the
National Guard or Reserves) at any time during the period of 5 years preceding the date on
which the veteran undergoes that medical treatment, recuperation, or therapy.

term Aserious injury or illness means:

€) in the case of a member of the Armed Forces (including a member of the National
Guard or Reserves), means an injury or illness that was incurred by the member in line of duty
on active duty in the Armed Forces (or exi
duty and was aggravated by service in line of duty on active duty in the Armed Forces) and
that may render the member medically wunfit
rank, or rating; and

(b) in the case of a veteran who was a member of the Armed Forces (including a member
of the National Guard or Reserves) at any time during a period when the person was a covered
service member, means a qualifying (as defined by the Secretary of Labor) injury or illness
incurred by a covered service member in the line of duty on active duty that may render the
service member medically unfit to perform the duties of his or her office, grade, rank or rating.

(© Outpatient status, with respect to a covered service member, means the status of a
member of the Armed Forces assigned to either a military medical treatment facility as an

750 Family Medical Leave Act Polidyage |4

regul

sted

to p



750.2

750.3

outpatient; or a unit established for the purpose of providing command and control of members
of the Armed Forces receiving medical care as outpatients.

Amount of Leave

An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through (5)
above under this policy during any 12-month period. Bonner County will measure the 12-month
period as a rolling 12-month period measured backward from the date an employee uses any
leave under this policy. Each time an employee takes leave, Bonner County will compute the
amount of leave the employee has taken under this policy in the last 12 months and subtract it
from the 12 weeks of available leave, and the balance remaining is the amount the employee
is entitled to take at that time.

An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above (military
caregiver leave) during a single 12-month period. For this military caregiver leave, Bonner
County will measure the 12-month period as a rolling 12-month period measured forward.
FMLA leave already taken for other FMLA circumstances will be deducted from the total of 26
weeks available.

If a husband and wife both work for Bonner County and each wishes to take leave for the birth
of a child, adoption or placement of a child in foster care, or to care for a parent (but not a
parent "in-law") with a serious health condition, the husband and wife may only take a combined
total of 12 weeks of leave. If a husband and wife both work for Bonner County and each wishes
to take leave to care for a covered injured or ill service member, the husband and wife may
only take a combined total of 26 weeks of leave.

Employee Status and Benefits During Leave
A. Health Premium Deductions

While an employee is on leave, Bonner County will continue the employee's health benefits
during the leave period at the same level and under the same conditions as if the employee
had continued to work.

If the employee chooses not to return to work for reasons other than a continued serious health
condition of the employee or the employee's family member or a circumstance beyond the
employee's control, Bonner County will require the employee to reimburse Bonner County the
amount it paid for the employee's health insurance premium during the leave period.

Under current Bonner County policy, certain employees pay a portion of the health care
premium. While on paid leave, the employer will continue to make payroll deductions to collect
the employee's share of the premium. While on unpaid leave, the employee must continue to
make this payment, either in person or by mail.

If the employee contributes to a life insurance or disability plan, the employer will continue
making payroll deductions while the employee is on paid leave. While the employee is on
unpaid leave, the employee may request continuation of such benefits and pay his or her
portion of the premiums, or the employer may elect to maintain such benefits during the leave
and pay the employee's share of the premium payments. If the employee does not continue
these payments, the employer may discontinue coverage during the leave. If the employer
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maintains coverage, the employer may recover the costs incurred for paying the employee's
share of any premiums, whether or not the employee returns to work.

B. Employee Status After Leave

An employee who takes leave under this policy will be asked to provide a fitness for duty (FFD)
clearance from the health care provider. Thi s
response to the FMLA request. Generally, an employee who takes FMLA leave will be able to

return to the same position or a position with equivalent status, pay, benefits and other
employment terms. The position will be the same or one which is virtually identical in terms of

pay, benefits and working conditions. Bonner County may choose to exempt certain key
employees from this requirement and not return them to the same or similar position.

C. Use of Paid and Unpaid Leave

An employee who is taking FMLA leave because of the employee's own serious health
condition or the serious health condition of a family member must use all leave accruals
(PTO/CAT Comp Time) prior to being eligible for unpaid leave.

Disability leave for the birth of the child and for an employee's serious health condition,
including workers' compensation leave (to the extent that it qualifies), will be designated as
FMLA leave and will run concurrently with FMLA. An employee who is taking leave for the
adoption or foster care of a child must use all leave accruals (PTO/CAT, Comp Time) prior to
being eligible for unpaid leave.

An employee who is using military FMLA leave for a qualifying exigency must use all accruals
prior to being eligible for unpaid leave. An employee using FMLA military caregiver leave must
also use all accruals (as long as the reason for the absence is covered by Bonner County
accruals policy) prior to being eligible for unpaid leave.

750.4 Intermittent Leave or a Reduced Work Schedule

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently
(take a day periodically when needed over the year) or, under certain circumstances, may use
the leave to reduce the workweek or workday, resulting in a reduced hour schedule. In all
cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an
injured or ill service member over a 12-month period).

Bonner County may temporarily transfer an employee to an available alternative position with
equivalent pay and benefits if the alternative position would better accommodate the
intermittent or reduced schedule, in instances of when leave for the employee or employee's
family member is foreseeable and for planned medical treatment, including recovery from a
serious health condition or to care for a child after birth, or placement for adoption or foster
care.

For the birth, adoption or foster care of a child, Bonner County and the employee must mutually
agree to the schedule before the employee may take the leave intermittently or work a reduced
hour schedule. Leave for birth, adoption or foster care of a child must be taken within one year
of the birth or placement of the child.
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If the employee is taking leave for a serious health condition or because of the serious health
condition of a family member, the employee should try to reach agreement with Bonner County
before taking intermittent leave or working a reduced hour schedule. If this is not possible, then
the employee must prove that the use of the leave is medically necessary.

750.5 Certification of Leave
A. Certification for the Employeeds Serious He
Bonner County Human Resourceds wil/ require ce

condition. The employee must respond to such a request within 15 days of the request or
provide a reasonable explanation for the delay. Failure to provide certification may result in a
denial of continuation of leave. Medical certification will be provided using the DOL Certification
of Health Care Provider for Employeeds Serious

Bonner County, through its Human Resources department, may directly contact the

empl oyeebs health care provider for verificatd.i
Resources department makes this direct contact with the health care provider, the employee

will be a given an opportunity to resolve any deficiencies in the medical certification. In
compliance with HIPAA Medical Privacy Rul es, E
permission for clarification of individually identifiable health information.

Bonner County has the right to ask for a second opinion if it has reason to doubt the
certification. Bonner County will pay for the employee to get a certification from a second
doctor, which Bonner County will select. Bonner County may deny FMLA leave to an employee
who refuses to release relevant medical records to the health care provider designated to
provide a second or third opinion. If necessary to resolve a conflict between the original
certification and the second opinion, Bonner County will require the opinion of a third doctor.
Bonner County and the employee will mutually select the third doctor, and Bonner County will
pay for the opinion. This third opinion will be considered final. The employee will be
provisionally entitled to leave and benefits under the FMLA pending the second and/or third
opinion. Requests for medical opinions will be

B. Certification for the Family Memberds Serio

Bonner County Human Recotridé@&atwbhl foequihee f an
health condition. The employee must respond to such a request within 15 days of the request
or provide a reasonable explanation for the delay. Failure to provide certification may result in
a denial of continuation of leave. Medical certification will be provided using the DOL
Certification of Health Care Provider for Fami/l

Bonner County may directly contact the empl oye:
verification or clarification purposes using a health care professional, a human resource
professional, leave administrator or management official. Bonner County will not use the

empl oyeebds direct supervisor for this contact.
with the health care provider, the employee will be a given an opportunity to resolve any
deficiencies in the medical certification. In compliance with HIPAA Medical Privacy Rules,
Bonner County will obtain the employeebds f ami
individually identifiable health information.
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750.6

Bonner County has the right to ask for a second opinion if it has reason to doubt the
certification. Bonner County wild/l pay for
from a second doctor, which Bonner County will select. Bonner County may deny FMLA leave
to an employee whose family member refuses to release relevant medical records to the health
care provider designated to provide a second or third opinion. If necessary to resolve a conflict
between the original certification and the second opinion, Bonner County will require the
opinion of a third doctor. Bonner County and the employee will mutually select the third doctor,
and Bonner County will pay for the opinion. This third opinion will be considered final. The
employee will be provisionally entitled to leave and benefits under the FMLA pending the
second and/or third opinion. Requests for medical opinions will be managed and processed
by Human Resourceds.

C. Certification of Qualifying Exigency for Military Family Leave

Bonner County will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation
of leave. This certification will be provided using the DOL Certification of Qualifying Exigency
for Military Family Leave.

D. Certification for Serious Injury or lliness of Covered Service member for Military
Family Leave

Bonner County will require certification for the serious injury or illness of the covered service
member. The employee must respond to such a request within 15 days of the request or
provide a reasonable explanation for the delay. Failure to provide certification may result in a
denial of continuation of leave. This certification will be provided using the DOL Certification for
Serious Injury or lliness of Covered Service member.

E. Recertification

Bonner County Human Resources may request recertification for the serious health condition
of the employee or the empl oyeebdsankvanmB0l days
unless circumstances have changed significantly, or if the employer receives information
casting doubt on the reason given for the absence, or if the employee seeks an extension of
his or her leave. Otherwise, Bonner County may request recertification for the serious health

t he

me mb e

condition of the employee or the employeeds fa

with an FMLA absence. Bonner County may pr
the employeebs att en dvhetherameed ferdeave dssconsistent with shie
empl oyeebs serious health condition.

Procedure for Requesting FMLA Leave

All employees requesting FMLA leave must provide verbal or written notice of the need for the
leave to the Bonner County Human Resource department. Within five business days after the
employee has provided this notice, the Human Resource department will complete and provide
the employee with the DOL Notice of Eligibility and Rights.

When the need for the leave is foreseeable, the employee must provide the employer with at
least 30 days' notice. When an employee becomes aware of a need for FMLA leave less than
30 days in advance, the employee must provide notice of the need for the leave either the
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750.7

750.8

same day or the next business day. When the need for FMLA leave is not foreseeable, the
empl oyee must comply with Bonner Countyds
requirements for requesting leave, absent unusual circumstances.

Designation of FMLA Leave

Within five (5) business days after the employee has submitted the appropriate certification
form, the Human Resource department will complete and provide the employee with a written

response to the employeebs request for FMLA

Intent to Return to Work from FMLA Leave

On a basis that does not discriminate against employees on FMLA leave, Bonner County will

require an employee on FMLA | eave to report

to return to work.

Information Link: https://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf

Policy Owner: Human Resources
Contributor: Payroll

EMS
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755

755.1

755.2

HIPAA AND HITECH PRIVACY AND SECURITY POLICY Policy No: 755
BOCC APPROVAL: October 2, 2018

PURPOSE

The purpose of this Policy is to:
1.  Outline and document the HIPAA and HITECH compliance processes
for internal and external use.
2. Provide a reference manual for internal compliance and training.

SCOPE

This Policy represents the efforts performed to ensure compliance with HIPAA and
the HITECH Act. All employees who have access to PHI must be trained in and
comply with this Policy.

GroupHealth Plan (GHP) means an employer sponsored arrangement that includes
indemnity and self- funded health plans that offer; medical benefits including HMO
coverage, long term care plans, dental, vision, flexible spending accounts (FSA),
health reimbursement accounts (HRA), and other plans that may provide or pay for
medical care such as some EAP plans and wellness plans.

Protected Health Information (PHI) means information that is created or received for
the purpose of GHP administration including:
1 Information that relates to the past, present, or future physical
or mental health or condition of a Participant; and,
1 The provision of health care to a Participant; or the past,
present, or future payment for the provision of health care
to a Patrticipant; and that identifies the Participant.

The test is whether there is a reasonable basis to believe the information can be used
to identify the Participant. PHI includes information of persons living or deceased.
Even GHP enrollment data for the purpose of setting up tax advantaged accounts or
processing continuation services is considered PHI.

GENERAL POLICIES
No Waiver of Privacy Rights. No Participant will be required to waive his or her privacy

rights
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under the Privacy Rule as a condition of treatment, payment, enrollment or eligibility
in any employer sponsored GHP. Privacy rights waivers are not enforceable and will
not be accepted.

2. Privacy/Security Officer and Contact Person. This Officer will be responsible for the
development and implementation of policies and procedures relating to privacy and
security, including but not limited to this Privacy Policy. This Officer or his/her designee
will also serve as the contact person for Participants who have questions, concerns,
or any complaints regarding PHI.

3. Workforce Training. All employees who have access to PHI will be trained on these
policies and procedures. Training sessions will be held to achieve the goal that all
employees be trained within 30 days of the date of first access to PHI. Each
employee will be required to acknowledge that they have been trained on and will
comply with this Privacy and Security Policy.

4, Sanctions for Violations of Privacy Policy. Sanctions for using or disclosing PHI in
violation of this Policy will be imposed in accordance with applicable discipline
policy, up to and including termination.

5. Prohibition On Sale Of PHI. There is no selling PHI in any manner for any
purpose, including the sale or exchange of or PHI for any form of trade or
compensation. All Employees are strictly prohibited from arranging for or providing
any PHI for sale, for any purpose whatsoever.

755.3 DESIGNATED RECORD SETS
There are two categories of PHI created, obtained and maintained for GHP
administration. This PHI is defined as the Designated Record Set for the purposes

this Policy.
1. Enroliment and disenroliment data including Participant elections and
demographics for administering employer sponsored GHPs.
2. Limited claims information submitted by a Participant or obtained from other

sources for the purposes of adjudicating an appeal from an adverse benefit
determination made by the insurer, Third Party Administrator, or Service
Provider.

755.4 PARTICIPANT RIGHTS UNDER HIPAA AND HITECH

The Privacy Officer will respond to participant requests as follows. The Privacy Officer

can charge a reasonable fee for providing this assistance:

1. Right To Inspect And Copy PHI. Within thirty (30) days of receiving a
written request from the Participant, the Privacy Officer will make PHI
maintained in Designated Record Set available to the Participant, in a
reasonable time and manner. A reasonable fee for the costs of copying,
mailing, or other supplies associated with the request will be charged.
The request may be denied in certain limited circumstances related to the
wellbeing of the Participant. If you are denied access to your medical
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information, you may request that the denial be reviewed by submitting a
written request to the Privacy Officer identified below.

2. Amendment of PHI. The Privacy Officer will make reasonable amendments
to PHI when the PHI is created or maintained by the GHP or a Service
Provider that is not itself considered a Covered Entity. The Privacy Officer
will communicate any approval or denial of an amendment of PHI
maintained by the Privacy Officer or a Service Provider to the Participant. An
example of an unreasonable request would be for the Privacy Officer to alter
a medical record received, the Participant would be advised to ask the
medical provider who created the record for such amendment.

3. Accounting of Disclosures. The Privacy Officer will make available to the
Participant the information required to provide an accounting of
disclosures. The Privacy Officer will prepare and deliver any such
accounting requested.

The accounting will not include (1) disclosures for purposes of treatment, payment, or
health care operations; (2) disclosures made to a Participant; (3) disclosures made
pursuant to a Participant @asthorization; (4) disclosures made to friends or family in a
Participant @resence or because of an emergency; (5) disclosures for national security
purposes; and (6) disclosures incidental to otherwise permissible disclosures. To request
this list or accounting of disclosures,

A

the Participant must submit a request in writing to the Privacy Officer. A Participant 6 s
request must state the time period the accounting covers, which may not be longer than
six years before the date of the request. A Participant &egjuest should indicate in what
form a Participant wants the list (for example, paper or electronic). The first list a
Participant requests within a 12-month period will be provided free of charge. For
additional lists, the Employer may charge a Participant for the costs of providing the list.
The Privacy Officer will notify a Participant of the cost involved and a Participant may
choose to withdraw or modify the request at that time before any costs are incurred.

4. The Right To Restrict The Use And Request Confidential
Communications. A Participant has the right to request a restriction of
uses and disclosures of their PHI. A Participant also has the right to restrict
communication of their PHI if the Participant informs the Privacy Officer
that communicating the information may endanger the Participant.
Requests will be deemed unreasonable if they limit the access and use
that is necessary for GHP administration.

If the Privacy Officer agrees to the request for a restriction, the Privacy Officer will not
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use or disclose the PHI in violation of the restriction, except when needed for emergency
treatment, at the written request of the Participant (by authorization), or when the use or
disclosure is required by law and the use or disclosure complies with and is limited to the
relevant requirements of such law.

The Privacy Officer may terminate its agreement to a restriction, if the Participant
agrees to or requests the termination in writing; or, the Privacy Officer informs the
Participant that it is terminating its agreement to a restriction. The termination is only
effective with respect to PHI created or received after the Participant is informed.

5. Requests for Alternative Communication Means or Locations. Participants
may request to receive communications regarding their PHI by alternative
means or at alternative locations. For example, Participants may ask to be
called only at work rather than at home. These requests will be honored if, in
the sole discretion of the Privacy Officer, the requests are reasonable.
However, the Privacy Officer will accommodate such a request if the
Participant clearly provides information that the disclosure of all or part of
that information could endanger the Participant. All such requests should be
forwarded to the Privacy Officer when received.

6. Right to receive a HIPAA Privacy Notice. That provides a clear, user friendly
explanation:
1 the uses and disclosures of PHI
1 theindividual's HIPAA rights, and
1 the GHPs legal duties with respect to the PHI.

The Employer is charged with providing a notice on the PHI that will be obtained for GHP
administrative purposes and how that PHI will be used.
17 An Employer must make its notice available to any person who asks

for it,
7 On an ongoing basis at the time of enrollment, and

7 An Employer must prominently post and make available its
notice on any web site it maintains that provides information
about its customer services or benefits.

There is Employer discretion regarding how to deliver the Notice. Special or separate
mailings are not required. The Notice may be included with other written materials that
are mailed to the Participants, or included with a Summary Plan Description (SPD) or
with enrollment materials.
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The Notice can be provided by emaill, if the recipient has agreed to receive an electronic
notice and that agreement has not been withdrawn. If it is discovered that the email
transmission has failed, the Notice must be provided by a paper copy. Additional
materials may be included in the email.

755.5 COMPLAINPROCEDURES
1. Complaints. A Participant can file a complaint regarding the Privacy Rule or

any matter described in this Privacy Policy with the Privacy Officer by
sending a written description of the facts and circumstances and the acts
that are the subject of the complaint to:

Attn: Privacy
Officer BONNER
COUNTY

1500 HIGHWAY 2 STE 337
SANDPOINT, ID 83864

All complaints will be forwarded to the Privacy Officer. The Privacy Officer is responsible
for any response and taking necessary actions to change this complaint process or this
Privacy Policy. No response from the Privacy Officer is required. A copy of this complaint
procedure will be provided to the Participant.

No Employee will intimidate, threaten, coerce, discriminate against, or take other
retaliatory action against Participants for exercising their rights, filing a complaint,

participating in an investigation, or opposing any improper practice under the Privacy
Policy or the federal Privacy Rule.

2. Complaints made to the Secretary. A Participant may file a complaint to the
Secretary of Health and Human Services. The Employer will cooperate with
an investigation by permitting access to information requested by the
investigator.

A complaint to the Secretary must be made in writing, must name the entity against whom
the complaint is lodged, must describe the wrongful acts or omissions and must be filed
within 180 days of the time that the Participant became aware of, or should have become

aware of the violation. Complaints may include violations of the Privacy Policy and
Security Policy.
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The U.S. Department of Health and Human
Services Privacy Rule Complaint

200 Independence Avenue,
S.W. Washington, D.C. 20201

Telephone: 202-619-0257, Toll Free: 1-877-696-6775

755.6 DOCUMENTATION
The Privacy Officer will ensure that privacy files are maintained for a period of 6
years from the date of the event as described below, or when appropriate for 6 years
after the end of the Plan Year in which the document was created. The Plan Sponsor
will destroy PHI that is 7 years old on a calendar basis to meet the various
requirements.

1. Training. A copy of training materials used and the employeed s
acknowledgement that the employee was trained on this Policy, and they
acknowledged they would comply with this Policy.

2. Disclosures. Including documentation of authorizations and authorized
disclosures. The Privacy Officer will not document disclosures of Summary
Health Information as defined above, or routine Disclosures of minimum
necessary data to a Business Associate.

3. Complaints. Any complaint made regarding this Policy, any response,
and actions taken to resolve the complaint, if any.

4. Inadvertent Disclosure of PHI. The Privacy Officer will document any
unauthorized disclosure of PHI. All incidents need to be reviewed by the
Privacy Officer to determine whether this constitutes a Breach of insecure
PHI. Any questions should be referred to the Privacy Officer.

5. SecurityIncidents. See the Incident Policy below.

6. HIPAA Privacy Notice Distribution. A copy of the Notice distributed with
documentation of the method used. The documentation should specifically
show who received the notice. Examples: mailed notices can be shown by
retaining a copy of the addressed postmarked envelope, email notices can
be shown by retaining a copy of the email with attachments, provided with
the SPD will be shown by your efforts to document the SPD delivery.
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7. Requests for Participant Rights. Written requests for HIPAA rights, the
written response if any, and the resolution of the request are documented.

8. PlanDocumentAmendment. Retain a copy of the Plan Document
Amendment including future updates needed.

755.7 BUSINESS ASSOCIATES
1. Business Associates. A Business Associate is an entity or person who: 1)
Performs or assists in performing a GHP function or activity involving the
use and disclosure of PHI (including claims processing or administration;
data analysis, underwriting, etc.); or 2) Provides legal, accounting,
actuarial, consulting, data aggregation, management, accreditation, or
financial services, where

the performance of such services involves giving the Service Provider access to PHI.
A Business Associate is required to enter an agreement with the Covered Entity that
HIPAA compliance is in force. Business Associates will only use and disclose
protected health information consistent with this Policy.

2. Contracts With Business Assaociates. The Employer may disclose PHI to a
Business Associate and allow the Business Associate to create or receive
PHI on its behalf. However, prior to doing so, the Employer must first
obtain assurances from the Business Associate that it will appropriately
safeguard the information. This assurance is in the form of a Business
Associate Contract.

755.8DISCLOSURES
No Disclosure of PHI for Non-Health GHP Purposes. PHI may not be used or
disclosed for any purpose except as defined and limited in this Policy. PHI may not
be used or disclosed for the payment or operations of fnon-healthdbenefits (e.g.,
disability, worker @&empensation, life insurance, etc.), unless the Participant has
provided an authorization.

IMPORTANT NOTE: All transmissions of PHI are sent or received in a secure
environment. The level of security will depend on the nature of the data. Enrollment
and Disenrollment data that includes Social Security Numbers will be encrypted,
sent in a secure email environment where available. Enrollment and disenroliment
data that does not include Social Security Numbers is password protected where the
password is sent under a separate cover.

Disclosure can be made to anyone designated as a personal representative, or
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attorney-in-fact by the Participant. The Participant must provide a written
notice/authorization and supporting documents such as a power of attorney. The
Employer will not disclose information to a personal representative if there is a
reasonable belief that the Employee has been, or may be, subjected to domestic
violence, abuse, or neglect by such person; or treating such person as a personal
representative could endanger the Participant.

Complying With the Mimimum Necessaryo Standard. PHI disclosures are limited
to the fminimum necessaryodata to accomplish the purpose for the disclosure. The
fminimum necessaryostandard does not apply to the following:

1 uses or disclosures made to the Participant upon request;

1 uses or disclosures made pursuant to a valid authorization; or,

1 disclosures required by law or regulation made pursuant to a valid
subpoena or request from a governmental entity.

Minimum Necessary is further defined for enroliment purposes as the name, GHP
elections, effective and termination of coverage dates, demographics required to
identify the individual, and balance data for account balance purposes.

1. Routine Disclosures. Routine disclosures insurers, Third Party
Administrator, and Service Providers for the purpose of GHP administration
can be made without prior participant authorization. The transmissions will
comply with the Minimum Necessary Rule and be limited to

enrollment/disenrollment data and monetary account balance information for the purpose
of making enroliment changes.

2. Disclosures of Summary Health Information. Summary health information
may be disclosed without prior participant authorization. This information
does not provide a reasonable basis to believe that it can be used to
identify an individual. Summary health information must have the following
18 identifiers redacted:

1 names;

1 geographic subdivisions smaller than a state, aggregated to the level of a

five-digit ZIP code;

1 dates (except year) directly related to an individual, including birth date,
admission date, discharge date, date of death; and all ages over 89 and
all elements of dates (including year) indicative of such age (ages and
elements may be aggregated into a single category of age 90 or older);
telephone numbers;
fax numbers;
e-mail addresses;

Social Security numbers;

medical record numbers;

= = —a —a —a
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1 GHP beneficiary numbers;

1 account numbers;

1 certificate/license numbers;

1 vehicle identifiers and serial numbers, including license plate numbers;

1 device identifiers and serial numbers;

1 Web Universal Resource Locators (URLS);

7 Internet Protocol (IP) addresses;

1 biometric identifiers, including finger and voice prints;

1 full face photographic images and any comparable images; and

1 any other unique identifying number, characteristic. Disclosures
of summary health information must be pre-approved by the
Privacy Officer.

3. Plan Certification. In order for the insurer, Third Party Administrator or

Service Provider to release any PHI to the Employer other than the
minimum necessary information defined above, the Employer must certify
that their Plan Documents have been amended to comply with the Privacy
Rule and that they agree to comply. This is typically when the TPA or
Service Provider are not under contract to resolve appeals and send
detailed medical information to your office for consideration. The Employer
must certify to:
7 Not to use or further disclose protected health information
(A P H othen than as permitted or required by this Plan
Document, or as required by law,

1 Ensure that any subcontractors or Business Associates agree to the
same restrictions,

7 Not use or disclose PHI for employment related actions,

1 Report to the GHP any use or disclosure that is inconsistent with
this Plan Document or the federal Privacy Rule,

17 Make the PHI information accessible to the Participants,

1 Allow Participants to amend their PHI,

1 Provide an accounting of its disclosures of PHI as required by the
Privacy Rule,

1 Make its practices available to the Secretary for determining
compliance,

1 Return and destroy all PHI when no longer needed, if feasible, and

1 Establish adequate firewalls.

4, Disclosures to Federal Regulators. The Employer is required to make
disclosures at the request of the Secretary of Health and Human Services,
or its designee, for purposes of enforcement of the Privacy Rule. These
disclosures are made without Participant authorization.
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5. Disclosures Pursuant to an Authorization. PHI may be disclosed by
Participant authorization to the Participant or as directed by the
Participant. Any issue related to a disclosure and the well- being of the
Participant, or another person named in the PHI, should be brought to the
Privacy Officer prior to making the disclosure. All uses and disclosures
made pursuant to a signed authorization must be consistent with the
terms and conditions of the authorization.

An Authorization is a separate form, have a note that it can be revoked at any time,
identify the person who is the subject of the PHI, identify the person(s) that can receive
the PHI, the purpose of the request, have an expiration date, and a statement that the
GHP will not condition claims payment on the signing of the authorization.

755.9 UNAUTHORIZED DISCLOSURE INCIDENT RESPONSE POLICY (NON BREACH)
1. Scope And Purpose
This Unauthorized Disclosure Incident Response Policy describes actions taken
regarding an unauthorized disclosure of PHI, a disclosure that does not otherwise comply
with the Disclosure Section of this Policy provided above, either by an Employee of the
Employer or Business Associate. Participant, Media and HHS notices not required unless
it is determined that the disclosure constitutes a Breach as determined below.

2. Reporting To Privacy Officer
All such unauthorized disclosures will be reported as soon as reasonably possible to
the Privacy Officer. Each Employee reporting an unauthorized disclosure will also
report the event to their Director/Manager.

3. Mitigation
The Privacy Officer will mitigate, to the extent possible, any harmful effects for an
unauthorized disclosure. The Privacy Officer will inquire that the unauthorized recipient
of the PHI confirms that they have immediately destroyed the data without further
disclosure. Email or other confirmation will be retained as part of the Incident
Documentation. Mitigation may include additional options as determined by the Privacy
Officer such as ID Theft monitoring services.

755.10 BREACH DETERMINATION
A iBreachounder the HITECH Act is an unauthorized transmission of unsecure PHI.
The Privacy Officer will review the facts and circumstances to make the Breach
determination. This will include a two-step analysisas described below:

1. Step One:
Determine whether the three exclusions below apply. The following unauthorized
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disclosures are
not a Breach:

1 Any unintentional acquisition, access, or use of PHI, if it was made in
good faith and within the scope of authority and does not result in
further use or disclosure.

1 Anyinadvertent disclosure to a person authorized to access PHI at the
same covered entity

or business associate, or organized health care arrangement in which the
covered entity participates, and the information received as a result of
such disclosure is not further used or disclosed

1 Adisclosure of PHI where a covered entity or business associate has a
good faith belief that

an unauthorized person to whom the disclosure was made would not
reasonably have been able to retain such information.
2. Step Two:
If an unauthorized disclosure does not fit one of the exclusions above, then the
unauthorized disclosure is presumed to be a Breach unless it can be demonstrated that
there is a low probability that the PHI has been compromised based on a risk assessment
of at least the following factors:

1 The nature and extent of the PHI involved, including the types of
identifiers and the

likelihood of re-identification;

1 The unauthorized person who used the PHI or to whom the disclosure
was made;

1 Whether the PHI was actually acquired or viewed; and

1 The extent to which the risk to the PHI has been mitigated.

755.11 BREACH NOTICES
1. When the Privacy Officer determines that an unauthorized disclosure of
PHI is a Breach then notices have to be sent to the Patrticipants whose PHI
was compromised. The Notice will include the facts related to the
disclosure, mitigation that has been completed.

2. Non-Breach Notices.
When the Privacy Officer determines that the unauthorized disclosure is not a Breach
there is no notice sent to the Participants.

3. Breach Notices. When the Privacy Officer determines that the unauthorized
disclosure is a Breach, a notice will be provided to the Participants without
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undue delay and in no case longer than 60 days. A Breach shall be treated
as discovered as of the first day on which such Breach is known, or, by
exercising reasonable diligence would have been known. Knowledge of a
Breach exists when the Breach is known, or by exercising reasonable
diligence would have been known, to any person, other than the person
committing the Breach, who is a workforce member or agent.

The Privacy Officer will communicate the facts and circumstances that caused the Breach,
the mitigation effort and response, the number of participants that were affected and the
data that was disclosed. The notice will include:

1 Description Event

Date of Event (if known)

Date of the Discovery

Number of individuals affected

The types of unsecured PHI that were involved (such as the name,

Social Security Number, date of birth, home address, account number or

disability code of the affected individuals)

1 Description of the steps Business Associate has taking to investigate,
mitigate losses related to and protect against any further disclosures or
Breaches

1 Contact information for affected individuals to ask questions or learn
additional information: Name and Title, Address, E-mail address,
Telephone Number

= —m —. _—_a

4, Documentation.
The Privacy Officer will maintain a file of each unauthorized disclosure that is made that
is not in compliance with this Privacy Policy as soon as the there is an awareness of the
disclosure. The record will contain a description of the PHI disclosed, to whom it was
disclosed, when the Participant was notified of the disclosure, an explanation of any
action taken to mitigate the damages that the disclosure created, and a description of
any action that was taken regarding the error.

5. Notice to the Media and Federal Regulators
Notice is required to be provided to prominent media outlets serving a state or jurisdiction
following the discovery of a Breach if unsecured PHI of more than 500 residents of such
state or jurisdiction is, or is reasonably believed to have been, accessed, acquired, or
disclosed during such Breach.

For Breaches involving 500 or more individuals, notice will be sent to the Department of
Health and Human Services (HHS) on line concurrently with the notification sent to
Participant. For Breaches involving fewer than 500 individuals, covered entities are
required to submit information annually to HHS for Breaches occurring during the
preceding year. Submission of this information is required no later than 60 days after the
end of the calendar year in which the Breach is discovered (not in which the Breach
occurred). The internal log or other documentation is maintained for 7 years.
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All Breaches effecting under 500 persons are documented and submitted annually
to HHS. Submission of this information is required no later than 60 days after the
end of the

calendar year in which the Breach is discovered (not in which the Breach occurred).
The annual report can be submitted electronically, instructions are available at the
following address:

http://www.hhs.gov/ocr/privacy/hipaa/administrative/breachnotificationrule/brinstructi
on.html

755.12 SECURITY INCIDENT RESPONSE PLAN AND PROCEDURES
This Incident Response Procedure is in place to ensure incidents related to the areas
and systems that maintain PHI are detected, responded to appropriately and action
is taken to prevent future incidents.

Some examples of security incidents that an employee might recognize in their day
to day activities include, but are not limited to:

1 Theft, damage, or unauthorized access (e.g., unauthorized logins, papers
missing from their desk, broken locks, missing log files, alert from a security
guard, video evidence of a break-in or unscheduled/unauthorized physical
entry)

1 Fraud i Inaccurate information within databases, logs, files or paper records

1 Abnormal system behavior (e.g., unscheduled system reboot, unexpected
messages, abnormal errors in system log files or on terminals)

1 Security event notifications (e.g., file integrity alerts, intrusion detection
alarms, and physical security alarms)

All employees, regardless of job responsibilities, should be aware of the potential
incident identifiers and who to notify in these situations. In all cases, every employee
should report incidents per the instructions under Incident Reporting, unless they are
assigned other activities within the incident response plan.

755.13 HARD COPY STORAGE REQUIREMENTS
Hard copy materials containing PHI (e.g., paper receipts, paper reports, faxes, etc.)
are subject to the following storage guidelines:
1 Atno time are printed reports containing PHI to be removed from the secure
office environment.
1 All hardcopy material containing PHI should be clearly labeled as such.
1 All hardcopy media which contains PHI must be stored in a secure and
locked container (e.g. locker, cabinet, desk, storage bin). PHI is never to be
stored in unlocked or unsecured containers or open workspaces.
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7 All PHI, when no longer needed for legal, regulatory or business
requirements must be disposed of in hardcopy shred bins. All hardcopy
shred bins must remain locked at all times (until shredding.

755.14 WORKSTATION PROTECTION
When an Employee who has access to PHI at their work station leaves the work
station, for any duration of time, the Employee is responsible for removing all PHI
from their desk and placing it in a locked secure area. Should a user forget to do one
of the above aforementioned; the workstation is set up to automatically hibernate,
turn off hard drives and require a password upon return.

Passwords are changed every 90 days. This password is comprised of 8 alpha-
numeric characters, both upper and lower case letters, and numbers. If an employee
believes their password has been compromised, they must immediately report to the
Privacy Officer to have a hew password generated.

Absolutely no PHI can be left at a work station or in an open area after closing. Each
Employee will apply this policy as if the office was completely closed at the end of the
shift. At the close of business each day, all employees are required to lock all PHI in
assigned cabinets. Group printers must be checked before a Participant leaves for
the day to ensure no PHI remains at the printing station. All mailboxes must also be

checked each evening before leaving. All storage, file cabinets and doors are to be
locked at all times, unless in direct use. Workstations are restricted from any
unauthorized use by visitors. Workstations that could be accessible by office visitors
must have privacy filters on all monitors and be locked at all times when not in use.

755.15 LAPTOP USE AND SECURITY

Employees are not permitted to have PHI on their Laptops unless it is for a limited
purpose and is coordinated by the Privacy Officer. After the limited purpose has been
completed the PHI should be deleted from the Laptop, to the extent possible. Laptops
that contain PHI are to be password protected, locked when out of the office or at a
location where a third party may gain access including their home, or any offsite
location. In the event a laptop containing PHI is lost or stolen, the employee must
immediately notify the Privacy Officer who will perform a risk assessment.

Passwords are changed every 90 days. This password is comprised of 8 alpha-
numeric characters, both upper and lower case letters, and numbers. If an employee
believes their password has been compromised, they must immediately report to the
Privacy Officer to have a new password generated.

755.16 ELECTRONIC DATA RETENTION AND STORAGE REQUIREMENTS i WRITABLE MEDIA
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Minimal PHI can be stored in an electronic manner. This is limited to the Enrollment
Data defined above as a Designated Record Set. No medical documentation
received for GHP Administration should be stored electronically, example medical
claims for an appeal sent to the Privacy Officer by a Business Associate who is not
contracted to make final appeal determinations.

Electronic media containing PHI (e.g., CD, DVD, floppy disk, hard disk, tape, etc.) are
subject to the Security Rule. At no time is electronic PHI to be removed from the
secure office environment with the exception of computer system backups or as
allowed under this Policy. PHI will be physically retained, stored or archived only
within secure office environment, and only for the minimum time deemed necessary
for their use. Any download of PHI that includes the employees Social Security
Number has to be completed with the knowledge of the Privacy Officer for the
purpose of GHP administration. Any violation of this Policy can be subject to
discipline, including termination of employment depending on the purpose of the files.

755.17 PHIDESTRUCTION REQUIREMENTS
All PHI no longer needed for GHP Administration must be destroyed. Bonner County
will retain copies of the PHI obtained for 7 years in a secure environment.

Before any electronic device that received, transmitted or stored PHI can be sent to
a vendor for trade-in, servicing or disposal, all 6 P Mill be destroyed or removed and
rendered unrecoverable. Removable computer storage media such as floppy, optical
disks or magnetic tapes may not be donated to charity or otherwise recycled.

Physical copies of PHI must be destroyed, shredding is the typical course. Outsourced
destruction of PHI may be by a bonded Disposal Vendor that provides a fCertificate
of Destructiond Other documented approaches can be used if they show the physical
destruction of the data.

755.18 ACCESS MANAGEMENT AND CONTROL POLICY
Access to PHI is limited to Employees who have completed HIPAA Privacy training.
It is the purpose of this policy to identify access points and address appropriate
usage of PHI. This Policy addresses physical access for Employees, vendors and
visitors. This Policy also covers appropriate usage/access to external media. By
restricting access the likelihood of a HIPAA Breach by malicious or non-malicious
acts is reduced.

An Employeeb sccess to PHI shall be determined by the Privacy Officer and
authorized according to business needs. User access to computer resources shall
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be provided only when necessary to perform tasks related to business.

755.19 FIREWALL

The Employer has established appropriate administrative, technical, and physical
safeguards to prevent PHI from intentionally or unintentionally being used or
disclosed in violation of HIPAA's requirements. The Firewalls ensure only authorized
Employees have access to PHI. The Firewall separates the PHI so that it is not used
for any purpose other than GHP administration and access is only for the minimum
necessary for the GHP function(s) performed. By following the secure process
outlined in this Policy the PHI received will not be shared with any Employee who is
not trained on HIPAA who has a GHP purpose for access.

The Employer prohibits the use of PHI for any employment related purpose such as,
but not limited to unemployment hearings, promotions, or any evaluation for benefits
under another employer sponsored plan such as disability coverage.

Only Employees who are trained on this Policy and have a business purpose related
to a GHP function can have access to PHI, and only the data that is necessary to
complete that function.

755.20 VISITORS
Physical access to any area where PHI, electronic or otherwise, is maintained will be
under strict supervision. Visitors must be accompanied by an Employee while in the
area where PHI is maintained. Employees who accompany Visitors must be sure that
the areas that they visit are void of PHI. Prior announcements to areas that typically
deal with PHI may be needed to ensure that PHI is not exposed to Visitors.

755.21 Automatic Amendments
Any term or item in this Privacy Policy will automatically be amended to comply with
changes in the federal laws and regulations. This Privacy Policy will be updated once
yearly with the goal of bringing it back into compliance.
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TO RECEIVE PROTECTED HEALTH INFORMATION (PHI)

Plan Sponsor hereby certifies that the Group Health Plan Document has been amended to incorporate the
terms
required by the federal Privacy Rule, and that the Plan Sponsor agrees to comply with those provisions.
Specifically, the Plan Sponsor certifies that it will:
MO b2i dzaAS 2NJ FdZNIKSNJ RAaOf 2aS LINR G SOOI Suirdd®ytiet K Ay F
plan

documents, or as required by law,
2) ensure that any subcontractors or agents to whom the Plan Sponsor provides

PHI agree to the same restrictions,
3) not use or disclose PHI for employment related actions,
4) report to thehealth plan any use or disclosure that is inconsistent with the plan document or the federal
Privacy

Rule,
5) make the PHI information accessible to the Participants,
6) allow Participants to amend their PHI,
7) provide an accounting of ithsclosures of PHI as required by the Privacy Rule,
8) make its practices available to the Secretary for determining compliance,
9) return and destroy all PHI when no longer needed, if feasible, and 10) adequate firewalls have been
established

Plan Sponsor:

Signature;

Printed Name:

Title:

Date:
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Non-FMLA Medical Leaves and Personal Leaves of Absence Policy No: 760

Effective Date: October 2, 2018
BOCC Approval: September 18, 2018
Revised Effective Date: March 10, 2020

Bonner County will consider an employee's request for a medical or personal leave of
absence (where the leave does not qualify for protection under the Family Medical Leave
Act ("FMLA") in accordance with guidelines set forth below. Employees with medical
conditions requiring a potential leave of absence not covered by the FMLA policy or this
Non-FMLA policy should consult with the HR Department regarding potential reasonable
accommodation options under Bonner County's policy on Reasonable Accommodation
(please refer to Policy 100.2).

Any employee who is approved for leave under this policy is expected to communicate with
their supervisor and Bonner County's Human Resource Department during their absence
regarding their leave, their medical status, and their expected date of return. Failure to
maintain communication with Bonner County during a leave of absence period, including
notice of intent to return to work, will be grounds for disciplinary action.

760.1 General Provisions
A. Non-FMLA Medical Leave of Absence

Leave within First Year of Employment

An employee who has not worked the requisite amount of time to qualify for FMLA leave
may instead request leave pursuant to this policy. An employee may seek leave under this
policy for the same reasons | isted under Bonne
750.1(B)). This leave will be considered for employees who need to be out of work for five
(5) consecutive days or more. Employees may take leave up to 30 days within their first 12
months of service with Bonner County. Intermittent leave under this Non-FMLA policy is not
permitted unless such leave has been approved as a reasonable disability-related
accommodation pursuant to the Bonner County's policy on reasonable accommodation,
consistent with federal and state law. Requests for disability related accommodations must
be made to the HR Department.

1). Requesting a Non-FMLA Medical Leave

The employee is expected to provide at least 30 days' notice when requesting leave under
this policy, unless the employee has just exhausted FMLA status and is requesting
continued leave under this policy as a reasonable accommodation. When an employee
becomes aware of a need for leave less than 30 days in advance, the employee must
provide notice of the need for the leave either the same day, the next business day, or as
soon as reasonably practicable. Leave requests that are not submitted according to policy
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and as soon as practicable will be denied.
2). Medical Documentation for Non-FMLA Medical Leave

Bonner County will require medical documentation to support the need for a medical leave
under this policy. Bonner County's Human Resource Department will work directly with the
employee and the medical provider to obtain this documentation. An employee's failure to
work cooperatively with the Human Resource Department to obtain medical
documentation to support such a leave will result in denial of leave or reinstatement from
leave, in which case the employee's leave of absence would be unauthorized, subjecting the
employee to discipline up to and including termination.

3). Pay and Benefit Status While on Non-FMLA Medical Leave

Paid Status

An employee who is taking Non-FMLA leave must use all leave accruals (PTO/CAT and
compensatory time off) prior to being placed in an unpaid leave status. Bonner County will
continue the employee's health benefits while they are exhausting paid leave status at the
same level and under the same conditions as if the employee continued to work.

Unpaid Status

When an employee's leave accruals have all exhausted, and the employee continues on an
approved Non-FMLA medical leave, the employee then moves to an unpaid status. Accrued
benefits cease unless and until the employee returns to a paid status. Within 30 days of
being placed in unpaid status, the employee will be converted to and eligible for COBRA
benefits.

Long-Term Disability

If an employee's leave may extend three (3) months or longer, they may be eligible to apply
for Long-Term Disability (LTD) benefits. Employees who anticipate should contact Human
Resources as soon as possible for more information. If Long Term Disability benefits are
granted, the employee's employment with Bonner County will end on the commencement
date of their Long Term Disability benefits.

4). Return After Non-FMLA Medical Leave

Employees who take a non-FMLA Medical Leave do not have job restoration rights.
However, Bonner County may reinstate the employee to the same position or a position with
equivalent status, pay, benefits and other employment terms upon the employee's return
before or at the end of the approved leave period, consistent with the needs of the County
and subject to the undue hardship limits under federal and state laws. In the event Bonner
County will not be able to restore the employee to the same or equivalent position, the
employee will receive written notice from Human Resources, at which time the Human
Resource department will work with the employee to assess whether they are qualified for
other open or expected openings in the County.

5). Notice Requirements for Returning from Non-FMLA Medical Leave
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Prior to returning to work from medical leave under this policy, the employee must secure a
release from his or her medical provider consistent with the Fithess For Duty obligations
under Bonner County's FMLA policy. This release should be completed and submitted to
Human Resources at least two (2) days in advance of the expected date of return. If the
employee is released to return to work with restrictions, the Human Resource Department,
in consultation with employee, the employee's medical provider, and the employee's
supervisor, will determine whether the restriction can be reasonably accommodated subject
to direct threat and undue hardship considerations.

If an employee on leave for medical reasons is released to return to work sooner than the
expected return date listed on the Leave Request, the employee must notify their supervisor
within two (2) business days of receiving the release.

Unable to Return from Non-FMLA Medical Leave

If at the end of the approved leave period the employee is unable to return to work and
complete the essential functions of his or her job, or another job for which the employee is
qualified, the Human Resource Department will work with the employee and the employee's
medical provider regarding reasonable accommodation options, including the use of long-
term disability benefits. After all reasonable accommodation options are exhausted, the
employee's employment will be terminated.

Failure to Return from Non-FMLA Medical Leave
Any employee who fails to return to work as scheduled after leave may be subject to
disciplinary action.

B. Personal Leave of Absence

An eligible employee who has completed at least 12 months of service with Bonner County
may request personal time off for non-health related reasons. Personal leaves are generally
granted up to 30 days, depending on the needs of the department. Such leave approval or
denial is at the discretion of the department and Human Resources. Intermittent leave under
Personal Leave is not permitted.

1). Pay and Employee Benefit While on Personal Leave

Paid Status

An employee who is on an approved personal leave must use all leave accruals (PTO, and
compensatory time off, and if applicable, CAT leave) prior to being placed in an unpaid leave
status. Bonner County will continue the employee's health benefits while they are exhausting
paid leave status at the same level and under the same conditions as if the employee
continued to work.

Unpaid Status

When an employee's leave accruals have all exhausted, and the employee continues on a
personal leave, the employee then moves to an unpaid status. Accrued benefits cease
unless and until the employee returns to paid status. Within 30 days of being placed in
unpaid status, the employee will be converted to and eligible for COBRA benefits.
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Bonner County will continue making payroll deductions while the employee is on paid leave
for Life and Disability plans. While the employee is on unpaid leave, the employee may
request portability of such benefits through the plan carriers.

2). Return from Personal Leave

Employees who take a personal leave do not have job restoration rights. However, Bonner
County may reinstate the employee to the same position or a position with equivalent status,
pay, benefits and other employment terms upon the employee's return before or at the end
of the approved leave period, consistent with the needs of the County and subject to the
undue hardship limits under federal and state laws. In the event Bonner County will not be
able to restore the employee to the same or equivalent position, the employee will receive
written notice from Human Resources, at which time the Human Resource department will
work with the employee to assess whether they are qualified for other open or expected
openings in the County.

3). Notice Requirements for Returning from Personal Leave

Prior to returning to work from a personal leave, whether before or at the end of the
approved leave period, an employee must notify his or her supervisor at least one (1) week
prior to the expected return date.

Failure to Return from Personal Leave

Any employee who fails to return to work as scheduled after a personal leave, or fails to
timely request and receive an extension of the personal leave, may be subject to disciplinary
action.

C. Coordination with Other Policies
1). Worker's Compensation and Non-FMLA Medical Leave

Non-FMLA medical leave and leave for a workers' compensation claim will run concurrently.
Non-FMLA Medical Leave requests for work injuries involving Workers' Compensation
should follow the same process as FMLA policy with respect to the verification or
clarification of the medical certification.

BOCC APPROVAL History:

March 10, 2020 760.1 A:Addition of serious health condition of a family member to the Non Fmla
Medical. Elmination of 760.1 B: Duplicative of the Bonner County ADA Policy.
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REASONABLE ACCOMMODATION POLICY Policy No: 775
Original DateJanuary 10, 2017

Supersedes Policy Datéll previous policies

Purpose

It is the policy of Bonner County to comply with all fedewadl state laws concerning the

employment of persons with disabilities and to act in accordance with regulations and guidance
AdadzSR o0& GKS 9ljdzZrtf 9YLX 28YSyYy(d hLILR2NIdzyAaride /[ 2)Y
policy not to discriminate against glified individuals with disabilities in regard to application

procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and
privileges of employment.

Bonner County will reasonably accommodate qualified individualsamiisability so that they can
perform the essential functions of a job unless doing so causes a direct threat to these individuals or
others in the workplace and the threat cannot be eliminated by reasonable accommodation or if the
accommodation creates amdue hardship to Bonner County.

Procedures

Anemployeemay request a reasonable accommodatiarbally or in writingrom his/her
supervisor; another supervisor or manager in his/her immediate chain of command; or Human
Resources.

Anapplicantmay request a reasonable accommodation verbally or in writing from any interviewing
manager or Human Resources staff with whom the applicant has contact in connection with the
application process.

Interactive Process

Human Resources, in conjunction witletsupervisor and requesting individual will use an
interactive process to determine what, if any, accommodation should be provided.

Medical Information

If Human Resources or the Supervisor believes that medical information is necessary in order to
evalude a request for reasonable accommodation, Human Resources will request information
sufficient to substantiate that the individual has a covered disability and needs the reasonable
accommodation requested, but will not ask for unrelated documentation. &uResources will
maintain custody of all records obtained or created during the processing of a request for
reasonable accommodation, including medical records, and will respond to all requests for
disclosure of the records.
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Granting or Denial of a Reasable Accommodation Request

Human Resources will communicate to the individual the decision to grant or deny an
accommodation.

The HR department is responsible for the implementation and management of this policy, including
the process and resolution oéasonable accommodation, safety/direct threat and undue hardship
Issues.

ADA regulations use the following terms:

f

Disability: A physical or mental impairment that substantially limits one or more major life
activities of the individual, a record of such ianpairment, or being regarded as having such
an impairment.

Major life activities: Term includes caring for oneself, performing manual tasks, seeing,
hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning,
reading,concentrating, thinking, communicating and working.

Major bodily functions: Term includes physical or mental impairment such as any
physiological disorder or condition, cosmetic disfigurement or anatomical loss affecting one
or more body systems, such asunological, musculoskeletal, special sense organs,
respiratory (including speech organs), cardiovascular, reproductive, digestive, genitourinary,
immune, circulatory, hemic, lymphatic, skin and endocrine. Also covered are any mental or
psychological dis®@ SNE X &dzOK | & Ay aGSffSOGdzrt RA&LFOATA
NBGFNRFGA2Y 0SS 2NHFYAO 0Nl AY a@8yRNRBYSI Sy2({
disabilities.

Substantially limiting: In accordance with the ADAAA final regulations, the determimdition
whether an impairment substantially limits a major life activity requires an individualized
assessment, and an impairment that is episodic or in remission may also meet the definition
of disability if it would substantially limit a major life activithen active. Some examples of
these types of impairments may include epilepsy, hypertension, asthma, diabetes, major
depressive disorder, bipolar disorder and schizophrenia. An impairment, such as cancer that
IS in remission but that may possibly returnaisubstantially limiting form, is also considered

a disability under EEOC final ADAAA regulations.

Direct threat: A significant risk to the health, safety or viring of individuals with

disabilities or others when this risk cannot be eliminated by reabte accommodation.
Quialified individual: An individual who, with or without reasonable accommodation, can
perform the essential functions of the employment position that such individual holds or
desires.

Reasonable accommodation: Includes any changes to the work environment and may
include making existing facilities readily accessible to and usable by individuals with
disabilities, job restructuring, pattme or modified work schedules, telecommuting,
reassignment to a vacant position, acquisition or modification of equipment or devices,
appropriate adjustment or modifications of examinations, training materials or policies, the
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provision of qualified readers or interpreters, and other similar accommodatior
individuals with disabilities.

1 Undue hardship: An action requiring significant difficulty or expense by the employer. In
determining whether an accommodation would impose an undue hardship on a covered
entity, factors to be considered include:

o The rature and cost of the accommodation.

o The overall financial resources of the facility or facilities involved in the provision of
the reasonable accommodation, the number of persons employed at such facility, the
effect on expenses and resources, or the ictpaf such accommodation on the
operation of the facility.

o The overall financial resources of the employer; the size, number, type and location
of facilities.

o The type of operations of the company, including the composition, structure and
functions of theworkforce; administrative or fiscal relationship of the particular
facility involved in making the accommodation to the employer.

1 Essential functions of the job: Term refers to those job activities that are determined by the
employer to be essential or ceto performing the job; these functions cannot be modified.
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Grievance Procedure Policy No: 900

Original Date: January 15, 2013

Supersedes Policy Date: January 15, 2013
Revised Effective Date October 11, 2016

900.

GRIEVANCE PROCEDURE

Bonner County believes that most questions or concerns that you may
have about your job can and should be answered by or resolved with your
immediate supervisor. Therefore, if you have any questions about your
job or if you have a concern related to your job, you are encouraged to first
bring that to the attention of your immediate supervisor for resolution.

If you are not satisfied with the resolution proposed by your immediate
supervisor, you are then encouraged to take the issue to the Department
Head or Elected Official overseeing your department. If you are still not
satisfied, or if the problem or concern relates to conduct by your immediate
supervisor, Department Head, or Elected Official, you are encouraged to
contact the Bonner County Human Resources Department directly to
discuss your question or concern.

Generally, concerns regarding your work assignments, schedules,
performance evaluations, coworkers, pay rates, etc., are not appropriate
for resolution under the Grievance Procedure. Questions about general
compensation practices, benefits administration, and handbook or other
policy violations should be directed to Human Resources. Complaints
regarding discrimination and harassment should be brought immediately
to the attention of Human Resources using the steps set out in the
Discriminatory Workplace and Harassment Policy.

For issues brought to Human Resources, you will be asked for a written
statement detailing your concern or question. Bonner County Human
Resources personnel will assess the specific concern or question to
determine whether further investigation is necessary, or otherwise whether
a different resolution is possible. Bonner County assures employees that
they will not be retaliated against for bringing concerns forward under this
procedure, and will make every effort to resolve the concern or question
on a fair and equitable basis.
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Employee Discipline Process Policy No: 1000
Original Date: January 15, 2013

Supersedes Policy Date: January 15, 2013

Revised Effective Date October 11, 2016

1000. EMPLOYEE DISCIPLINE
PURPOSE AND FRAMEWORK

The purpose underlying the discipline policy is to establish a consistent
procedure for maintaining suitable behavior and a productive working
environment in the workplace. These procedures are directory in nature
and minor variations of the processes set forth herein shall not affect the
validity of any actions taken pursuant to this policy.

Bonner County adopts the following framework for actions to be taken in
the event that any employee subject to this policy violates employment
policies or fails to perform adequately. Progressive steps may be
implemented in order to encourage improved performance or attitude, but
are not required. Bonner County reserves the right to take any of the
prescribed steps, in any order, in the event that a supervisor deems a policy
violation or action of the employee to be serious enough to warrant a certain
step up, to and including termination for a first time offense.

Disciplinary actions will be documented in writing. A copy of the disciplinary

notice will be sent to Bonner County Human Resources for placement in

the employeeds personnel file. An empl oyee
disciplinary action may file a complaint in keeping with the conflict resolution

policy. Utilizing the conflict resolution policy does not stay the disciplinary

action.

GROUNDS FOR DISCIPLINE
There are many grounds for discipline and the list below is for illustration only and
should not be considered all-inclusive:

A Failure to perform the position duties; failure to meet work standards
or interfering with another employee's efforts to meet work standards.
A Failure to adhere to federal or state statutes, Bonner County Code, or
the policies of his or her department or office.
A Unauthorized access, possession and/or willful destruction of County
property, or of the property of a fellow employee.
A Threatening or attempting bodily injury to another on County premises
or any violation of the workplace violence prevention policy.
A Falsifying official records or documents, including timesheets, or failing
to properly complete required reporting.
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A Loitering, loafing, or sleeping during scheduled working hours, or
leaving the work area without permission of one's supervisor.

A Disobedience, insubordination, or refusal to accept a reasonable and
proper assignment from an authorized supervisor.

A Absenteeism or tardiness; abuse of leave policies; or working
unauthorized overtime.

A Conduct unbecoming for a county employee or conduct detrimental to

good order and discipline in the employeeds d
A Using county money for personal use (i.e. borrowing, making change,

cashing checks, etc.).

A Misstatement or deception in application for employment or promotion,

or failure to obtain or maintain a current license or certificate required as a

condition of performance of duties.

A Being under the influence of any form of drug, alcohol or controlled

substance while on duty, or ange violation o
workplace policy.

A Unauthorized disclosure of confidential or non-public information.

A Impeding, interfering with, or failing to cooperate in an official internal

or external investigation conducted by or at the request of the County.

A Acceptance of gifts or money in exchange for influence or favors given

in an official capacity.

1000.1 DISCIPLINARY ACTIONS AVAILABLE AND PROCESSES

Retaining employees and providing opportunities for improvement in

behavior and performance is oftten i n Bonner
empl oyeedbs, best interest. For this reason, [
utilized whenever possible. Corrective disciplinary actions may range from

a verbal counseling to dismissal. When a determination is made that

disciplinary action is necessary, the supervisor may issue a verbal warning,

written reprimand, or take some other disciplinary action. When a

determination is made that serious disciplinary action is necessary, the

Department Head or Elected Official may impose disciplinary action

including suspension without pay, demotion, salary reduction, or

termination of employment.

Prior to implementing a disciplinary action, the supervisor should evaluate:
A The facts surrounding the episode or incident. An incident or infraction
should be thoroughly investigated regardless of how the situation appears
initially.

A The training the employee received regarding the work rules and
consequences of failing to follow those rules.

A The performance history of the employee with Bonner County.

A The effect of the employee's behavior/performance on day-to-day
operations.

A The corrective actions taken for other employees in the past in similar
situations.
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Once the supervisor determines disciplinary action is necessary, they shall:

1 Confer first with Human Resources on any disciplinary action that
involves something beyond a coaching or written disciplinary action
(e.g., demotion, suspension, termination).

i After obtaining Human Resources input, prepare documentation to
meet with the employee. Determine the appropriate time and place for
a disciplinary meeting: not in front of others or where the meeting could
be overheard by other employees. However, another member of
management or a representative from Human Resources should be
present in the disciplinary meeting with the employee. For departments
reporting to the Board of County Commissioners, a member of Human
Resources must be present in any disciplinary meeting resulting in an
empl oyeebds dismissal

1 Allow the employee a chance to respond and explain the infraction.
Listen critically and take notes.

1 Document the disciplinary action in writing with a copy provided to the
employee and to Human Resources. The documentation should
include:

1  Who, what, when, where, and how.

1 The effect of the conduct as it relates to performance, job related
behavior or interference with office/department operations.

1 What action(s) will be taken because of the incident?

1 What action(s) will be taken in the future if another infraction occurs?

1 Conclude the discussion and determine what will happen from that

point.

1000.2 OPPORTUNITY TO BE HEARD ON ASSERTIONS OF DISCRIMINATION
AND NAME CLEARING HEARING

This section applies to all employees of Bonner County. While the employees of Bonner
County are at-will, Bonner County recognizes that a public employee may have
the need for an opportunity to be heard regarding certain allegations of unlawful
discrimination in employment, or certain allegations of dishonesty, immorality,
or criminal misconduct.

This policy establishes an opportunity for employees who believe an employment action
is actually the consequence of alleged unlawful discrimination by the County, or
is alleged to have committed misconduct involving dishonesty, immorality or
criminal misconduct, to request an opportunity to be heard, or a name-clearing
hearing. Unlawful discrimination addresses actions that are alleged to involve
decisions based upon race, color, religion, sex, pregnancy, age, national origin,
retaliation for protected activity, mental or physical disability, veteran status, or
other statuses protected under federal, state, and local law. Issues of general
job performance or employee attitude are not the proper subject of this
opportunity to be heard. Bonner County does not condone discrimination on the
basis of the foregoing unlawful categories. FAILURE TO SEEK AN
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OPPORTUNITY TO BE HEARD PURSUANT TO THIS POLICY SHALL
CONSTITUTE A FAILURE TO EXHAUST REMEDIES UNDER THIS POLICY.

When the employee asserts an allegation of unlawful discrimination or the need for a
name-clearing hearing, the elements of procedure to be followed and
undertaken at the direction of the Elected Official, unless waived by the
employee, are as follows:

[EEN

. The employee may, within 10 working days of the disciplinary action or termination,
submit a written allegation of unlawful discrimination or a request for a name-
clearing hearing, stating with particularity the basis for the requested
opportunity to be heard. Complaints filed untimely or failing to state a
particular, legally recognized basis for this opportunity will not be heard.

2. The opportunity to be hear donswghattbe regard to th
provided as promptly as possible, normally within 10 working days, after receipt
of a properly documented request.

w

. An employee alleging unlawful discrimination or entittement to a name- clearing
hearing shall be allowed one hour, unless otherwise approved by the Elected
Official, to meet and discuss the allegations with the Elected Official.

N

. There shall be a record maintained, including a recording, of the discussion that
constitutes the opportunity to be heard.

5. The e mpperoisprete thesextentuof their knowledge, may be required to
provide a brief, written statement in response to the particular allegation of
discrimination or name-clearing request. The Elected Official may request that
the employeeds staipthadiséussionm. particip

6 . The employee may have an attorney assist them

~

. The employee will be allowed to present oral testimony (or provide written
statements) concerning evidence upon which the alleged discrimination or
name-clearing is based.

8. The El ected Official may ask the employeebs wi
purposes.
9. The employee shall not have the opportunity to question any participants during this

process, but may submit written questions for the Elected Official to consider.

10. The Idaho Rules of Evidence do not apply to this opportunity to be heard. After the
conclusion of the discussion, the Elected Official will consider all of the

information submitted and such other informati on as mi ght be in the Co
records to arrive at a decision concerning th
decision shall set forth the reasons for the
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writing. If as a result of this opportunity to be heard, the Elected Official finds
fault with the basis for the Countyds action,
including restoration of employment and payment of back pay.
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Discriminatory Workplace Harassment Policy and Complaint
Procedure Policy No: 1001

Original Date: January 15, 2013

Supersedes Policy Date: All Previous Policies

Revised Effective Date December 1, 2015
1001. WORKPLACE HARASSMENT & DISCRIMINATION POLICY

Bonner County is committed to providing a work environment where its employees and those
served by the County are treated respectfully and are free from harassment. Employees are
responsible for respecting the rights of coworkers and others to be free from harassment. All
supervisors and managers are responsible for ensuring an atmosphere free of harassment,
sexual and otherwise. Supervisors and managers of Bonner County are required to take
prompt, appropriate action upon observing or becoming aware of harassing behavior. The
failure of a supervisor or manager to respond promptly to an observed or reported instance of
harassment may result in disciplinary action against the supervisor or manager.

This Policy applies to all terms and conditions of employment, including but not limited to,
hiring, placement, job retention, promotion, disciplinary action, layoff, reinstatement, transfer,
leave of absence, compensation and training.

1001.1. POLICY

It is the policy of Bonner County to maintain a work environment that respects the dignity
and worth of each individual, and permits employees to feel free from discrimination,
intimidation, coercion, or unlawful harassment, including sexual harassment. Any form of
discrimination, including harassment, against an individual on the basis of race, color, sex,
national origin, religion, age, disability, pregnancy, veteran status, marital status, or any
other characteristic protected by applicable law is considered misconduct.

Harassment of an applicant for employment, a member of the public, or an employee by any
employee of the County on the basis of race, religion, national origin, gender, age (40 and
over) and disability is in violation of State and/or Federal law and will not be tolerated by
Bonner County.

1001.2. RESPONSIBILITIES
1001.2.1 HUMAN RESOURCE RISK MANAGEMENT

The Human Resource Risk Management Director has overall responsibility for the following:

1 Administration of this policy, as well as ensuring appropriate training
and communication.

1 The investigation of reports of discriminatory harassment and for making an
evaluation of the results of that investigation.

1 In conjunction with the appropriate department director assumes responsibility
for making a determination based on the evaluation of the investigation results
as to whether a violation of this policy has occurred and, if so, the appropriate
corrective action to be taken.
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1001.2.2 SUPERVISORS, DEPARTMENT HEADS, ELECTED OFFICIALS

It is the responsibility of supervisors, department heads and Elected Officials to enforce the
policy, to train new employees on the policy, to review the policy annually with all employees,
and to regularly assess the workplace to ensure compliance.

1001.2.3 EMPLOYEES

It is the responsibility of each and every employee to know this policy and to follow it. All
County employees share the responsibility of understanding and preventing unlawful
discrimination and harassment. It is imperative that every employee treat every other employee
and members of the public with decency and respect so as to facilitate a sound professional
work environment.

1001.3 EMPLOYEES & GENERAL HARASSMENT

General harassment is conduct that is insulting, degrading and shows hostility toward an
individual such that it interferes with the individual® work environment and performance. General
harassment is conduct that is so severe or occurs with such sufficient frequency to create a
hostile or offensive work environment. General harassment does not include management
actions including duty assignments, disciplinary actions, and performance evaluations.

Prohibited general harassment includes the following types of behavior:

1 Verbal or written communication that contains degrading comments or jokes

1 Intimidating or threatening conduct directed at an employee

1001.4 DISCRIMINATION BASED HARASSMENT

Harassment based on an employee® sex, age, color, race, national origin, religion, or disability
is a form of discrimination and is a violation of this policy.

Sexual harassment is a form of discrimination and violates this policy. Sexual harassment is
defined as unwelcome sexual advances, request for sexual favors, and other verbal or physical
conduct of a sexual nature when:
1 Submission to such conduct is made either explicitly or implicitly as a term or condition of
an individual®& employment.
9 Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individuals.
9 Such conduct has the purpose or effect of substantially interfering with an individual 6 s
work performance or creating an intimidating, hostile, or offensive working environment.

REPORTING PROCEDURE

If an employee feels he or she is the target of harassment or discrimination, the employee may
confront the offending party either in person or in writing. However, this resolution will not
constitute notice to the County of the alleged harassment or discrimination. If the employee feels
uncomfortable confronting the offending party, or if after doing so the behavior has not stopped,
he or she must report the conduct as soon as possible to a supervisor, manager, department
head, elected official, or to Bonner County Human Resources.
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1001.5 INVESTIGATION

When discrimination or a report of such conduct comes to the attention of a supervisor, manager,
department head, or an elected official, that individual must act promptly notify Human Resources
to ensure the situation is assessed, thoroughly investigated and that appropriate resolution
measures are implemented. Departments or offices that observe suspected incidents of
discrimination or receive a report of such conduct are responsible for contacting the Bonner
County Human Resource Office within three (3) business days. Management is responsible for
assisting and cooperating in any investigation that is conducted, and maintaining confidentiality
on a need-to-know basis.

Bonner County Human Resources will promptly investigate any reports of harassment or
discrimination. The County may choose to place employees on leave, either with or without
pay, pending investigation. At the conclusion of an investigation, Bonner County Human
Resources will retain the original investigative report and will provide a copy of the report to the
Prosecuting Attorney® Office, Civil Division. Any employee disciplined for violating this
harassment policy will have a copy of the disciplinary notice placed in his or her permanent
personnel file.

Offices or departments that conduct formal internal investigations of misconduct may investigate
claims of discrimination as prescribed by the regulations set forth by such department. In these
cases, the office or department conducting the investigation should notify Bonner County
Human Resources of the complaint as soon as possible and that their office will be conducting
the investigation. At the conclusion of the investigation, the investigating office should forward a
copy of the investigation findings to Bonner County Human Resources.

1001.6. DISCIPLINARY ACTION

If unlawful harassment is determined to have occurred, the department head and/or Elected
Official shall take prompt and effective remedial action against the harasser. The action shall be
commensurate with the severity of the offense, up to and including termination of employment.

1001.7. RETALIATION

All employees are responsible for assisting supervisors and managers in creating and sustaining
a harassment-free environment by respecting the rights of others to be free from harassment
and acts of retaliation. Retaliation against someone who reports harassment or discrimination,
or who participates in an investigation, is strictly prohibited. Retaliatory acts may include but are
not limited to: unsubstantiated negative evaluations, inappropriate changes in job assignments
or duties, exclusion from meetings, or negative treatment by coworkers. Retaliation does not
include disciplinary actions taken against an employee for filing a fabricated claim of
harassment, nor does it include disciplinary actions taken against an employee for performance
issues not related to the harassment complaint.

1001.8. CONFIDENTIALITY

Confidentiality will be maintained to the fullest extent possible in accordance with applicable
Federal, State and local law. However, a complete and thorough investigation of the allegations
will require the investigator to inform witnesses of certain aspects of the complaint in order to
obtain an accurate account of the actions of the parties involved.

1001.9 FALSE COMPLAINTS
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Any complaint made by an employee of the County regarding employment-based harassment
which is conclusively proven to be false, shall result in discipline. This discipline may include
termination of employment. This section is not intended to discourage employees from making
complaints regarding employment-based harassment. However, false complaints adversely

impact the workplace and the career of the accused, even when disproved, and will not be
tolerated.
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Separation From Employment Policy No: 1002

Supersedes Policy Date: January 15, 2013
Revised Effective Date October 11, 2016

1002. SEPARATION FROM EMPLOYMENT

1002.1. REDUCTIONS IN FORCE (RIF)

When financial circumstances or changes of workload require, Bonner County reserves the
right to change employee assignments and/or reduce forces in such manner as it deems
necessary to maintain the effective functioning of Bonner County services. The Board of
County Commissioners or each Elected Official within his/her department, reserves the right
to make any changes in work force or assignment of resources deemed to be in the
organization's best interests.

Decisions about the functions or positions to be changed and/or reduced are not subject to
the Grievance procedure or the Opportunity to be Heard procedure as established by Bonner
County. However, any employee who believes that he/she has been terminated or
reassigned from his/her position as a result of unlawful discrimination may utilize the Name-
Clearing Hearing procedures as noted elsewhere in this Policy Manual.

In the event of a RIF or reorganization, when all other qualifications are equal, the following
criteria shall be used to determine which position(s) will be affected:

i) Classification, then ii)
Evaluation, then

iii) Seniority.

1002.2. RETIREMENT POLICY

The retirement policy of Bonner County shall comply in all respects with Federal and State
requirements respecting mandatory retirement and the obligations established by the Public
Employee's Retirement System of Idaho (PERSI).

1002.3. COBRA BENEFITS

Employees of Bonner County who currently receive medical benefits, who separate their
employment may be eligible to continue those medical benefits for a limited time in accordance with
the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA). If you have any questions
regarding your right to continue your health coverage after separating from Bonner County,
contact the Human Resources Director.
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1002.4. EXIT INTERVIEW

Each employee who separates from employment with Bonner County is encouraged to participate
in an exit interview with the Human Resources Director. In such interview, the employer shall notify
the employee when certain benefits will terminate, when final pay will be issued and review the
process to receive COBRA benefits. The employee will be asked why he/she is leaving Bonner
County employment and invited him/her to inform the interviewer about his/her impressions of
employment and offer any suggestions for improvement. An employee exit form will be completed
and will be retained in the employee's personnel file. Also, a copy of the e mp | o yesignatieon
letter or acknowledgment letter of the employer accepting an oral resignation will be retained in
the employee épgrsonnel file.

The separating employee shall turn in all property that belongs to the County (i.e.: keys, credit
cards, phone cards, pagers, cell phones, identification, etc.) to the supervisor, department head
and/or Elected Official.

Any compensation for time worked and accrued compensatory time will be included in the
e mp | o yfieakpaycheck. Accrued PTO leave and CAT leave will be paid as noted elsewhere
in this Policy Manual when all County property has been returned.

1002.5. RESIGNATION POLICY

Voluntary resignations will generally be made in writing to the department head or Elected Official
who will notify the Human Resources Director. If the employee wants his/her formal records to
indicate "voluntary resignation”, they must do so in writing to their supervisor or department head.
Oral resignations will be documented by the supervisor after consultation with the Elected Official
or department. Evidence of acceptance of a resignation shall be provided to the ex-employee, if
possible. Employees who have an unexcused or unauthorized absence of three working days or
more may be considered to have abandoned their position and therefore resigned.
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Drug Policy and Procedures Policy No: 1003
Original Date: May 13, 2006
Supersedes Policy Date:

Revised Effective Date:

1003 DRUG POLICY and
PROCEDURES

DRUG FREE WORKPLACE

Bonner County is committed to havingafi D r kregg Wo r k p Ip@icy eodsistent with
the requirement of Public Law 100-690, Title V, Section 1515. It is a condition of
employment with Bonner County that all Bonner County employees comply with this
policy.

Bonner County is committed to programs that promote safety in the workplace,
employee health and wellbeing and public confidence. Consistent with the spirit and
intent of this commitment, Bonner County has developed a policy which complies
with Public Law 100-690, Title V, Section 1515. A copy of the Bonner County Drug
Policy and Procedures can be obtained through the Human Resources Office.

1003.1. POLICY

Bonner County is committed to providing a safe work environment, fostering the
well- being and health of its employees, encouraging programs that promote safety and
public confidence. That commitment is jeopardized when any Bonner County
Employee illegally uses drugs on the job, comes to work under the influence of such,
or possesses, distributes or sells drugs in the workplace. Therefore, Bonner County
has established the following policy pursuant to Section Il, E of the Bonner County
Personnel Policy and Procedure Manual:

A. It is a violation of Bonner Countypolicy for any employee to possess,sell,
trade, manufacture, transporr offer for saleillegal drugs or otherwise engagein
the illegal useof drugson the job.

B. It is a violation of Bonner County policy for anyoneto report to work under the
influence of illegaldrugs and/or aloohol.
C It is aviolation of the BonnerCountypoalicy for anyore to use prescriptiondrugs

illegally. (However,nothing in this policy precludesthe appropriate use of legally
prescrited medcations.)

D. It is a violation of the BonnerCountypolicy for anyoneto bring drug pargohernalia
as definedoy Idaho Codeonto BonnerCountyproperty at anytime.
E. Violationsof this policyare subjct to disciplinaryactionup to andincludingtermination.

The only exdusionto these rules would be for law enforcenment employeeswhose duties necessitate
possessiomr useof suchsubstancesandwho haveexpresswritten authority from apersonauthorized
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to extendsuchauthority by BonnerCounty.

1003.2 PROEDURE

A. It is the intent of BonnerCounty to establisha drug free work placefor the safetyand
health of Bonner County employees, customerand the general public; to increase
S Y LJX 2 pr&iGciviy and work quality; to meet the Depariment of Trarsportation
(DOT) 439 CFRPart40 and 382 mandates; andalsoto supportthe objectivesof & L R K 2
PrivateEnployer Alcoholand DrugFree Workplace! O (i lélafio CodeSectiont M H LM T 1
et, seq.

B. In keeping with BonnerCodzy (i @orfnditment to provide a drug free work place for its
employees,the Board of County Commissioners shallirect invesigation and take
remedial action whenever thereis reasonto believe that the unlawful manufacture,
distribution, possessioror use of an illegalsubstaince and/or alcoholis present. Other
personssuchascontractaswhile performingdutiesfor BonnerCountywho violatethese
prohibitionswill not be allowedon BonnerCountypremisesand suchviolationsmaybe
groundsfor a termination of their relationshipor dutiesperformed for BonnerCounty.

C If a violation hastaken place, disciplnary action againstthe offending BonnerCounty
employeemay follow. Appropriate disciplinaryaction may include termination. Any
illegalsubseincethat is found in the possessiomf an employee or on the premiseswill
be turned over to the appropriate lawenforcenment agencyand may result in criminal
prosecution.

D. Employeeswill not be permitted to work with a detectable level of prohibited drugsin
is,for the purposesof this policy,a positivetest resultfor drugsand/or alcohol. A positive
testfor alcoholshallbe aresultof .02 alcohol content or more. Prohibiteddrugsinclude
both illegal and legal substances, includinglcoholor prescriptbn drugsthat have not
beenspecifcally prescrbed by a licensed physcianfor specificcreatment purposesof the
employeeat that time. The restriction shallnot applyto over the counter medications
providedsut medicationsdo not preventthe employeefrom performinghis/herduties.

E. All employees must notify their immediate supervisoror appropriate elected official of
any criminal drug statute violations or alcohol violations involving aanty employees
occurring on or off the Codzy” (i Wwofkdime. A report of a citation involvingdrugs or
alcoholmust be made to BonnerCountywithin the sameday of receivingthe citation,
unlessunusual circumstancesexist. In that case the report must be made the following
day,or within 48 hoursof the issuel citation. If the employeeis convictedof a violation
of the same,they must notify their immediate supervisoror appropriateelected official
of said corviction no later than five (5) calendar days after the convicion. Als,
employeeanust notify their immediate supervisoror appropriateelectedofficial of any
alcoholrelated conviction no later than five (5) calendar daysafter conviction. Employees
who are cornvicted under any criminaldrug statute for violationare subjectto disciplinary
action, up to and induding dismissal. Employeesho are convicted under any alcohol
related statute are subjct to disciplinary action up to and including termination of
employmnent.

1003.3.CONDITIO®FBEVIPIOYa 9 b Employeeor ProspectiveEmgoyee
A t NPaLISOUAGS SyLX2eSSa m ! ff dz
SYLX 2eYS8Syidsx akKlFtf 06S NBIddZANBR (2
1003 Drug Policy and ProceduresPage |2

ax
— O



wStSFHasS FT2N¥é Ydzad o0S aArA3aySR i GKS t SNER2Y:
test shall bepaid for by the appropriate department hiring the individual. Any
prospective employee who tests positive for drugs or alcohol will be given a written
notice of that test result. They will also be given the opportunity to discuss and explain
the positive test result with a medical review officer from Occupational Medicine
Associates.(See IV, A).The prospective employee may request that the same sample
be retested by a mutually agreed upon laboratory. The request for the retest must be
done within seen working days from the date of the first confirmed positive test
notification and will be paid for by the prospective. No applicant will be employed
until a negative drug/and or alcohol test is reported to Bonner County. The only
exception will be for sasonal positions hired for a period of two months or less due
to budgetary restrictions. Upon a confirmed positive test for drugs and/or alcohol or
refusal, Bonner County may refuse to hire a prospective employee. Any prospective
employee, who is in gatment for substance, may be required by Bonner County to
establish and sign a contract for continued compliance.
B. Employeesc wSI| 42yl o0t S {dzZALIAOA2Y m 2KSy GKSNB
observed by a trained/designated supervisor, to suspect any @yepl has reported
to work impaired is working impaired, he or she may be requested to submit to a drug
and/or alcohol screening. a L YLI A NBRéE YSI ya dzy RS NJ 0K
dadzoaidlyoSs & dzOK 0KI G GKS SYLX 2 S5S5Qa Y2
reaction time, reflex, etc.) or judgment are affected in such a way that job
performance is affected. Any employee who tests positive for drugs or alcohol will be
given a written notice of that test result. They will be given the opportunity to dscu
and explain the positive test result with a medical review officer. Bonner County may
use such test or conduct as a basis for disciplinary, up to and including termination. If
the employee disputes the test results they may request that the same leab®
retested by a mutually agreed upon laboratory.

The request for the retest must be done within seven working days from the
date of the first confirmed positive test notification and may be paid for by the
employee. If the retest results in a negatitest outcome, Bonner County will
reimburse the cost of the retest, compensate the employee for his/her time while
suspended, or if terminated solely because of the positive test, the employee shall be
reinstated with back pay.
C. tzadmnl OOARSYKA QIS y3 1 £ & O2dzydie SYLX 28 S
vehicle or their own personal vehicle for county business will be required to submit to
a drug and alcohol test when involved in an accident with damages exceeding
$1,000.00 or physical injuries oeculesting must occur and be completed as soon as
practicable as specified in DOT requirements under Part 382.303, but no later than 24
hours of the accident. A driver subject to post accident testing must remain available
for testing. If the driver doemot remain available, this action is considered a refusal
to submit to testing. A driver will be considered available for testing if he/she leaves
the accident for verifiable medical treatment of anyone involved in the accident.
D.Right Not ToBe Tested 'y SYLJX 28SS R2Sa KI @S (KS NA3IK
However, the refusal to submit to a physical testing will be considered a positive
testing,and is grounds for disciplinary action up to and including termination.

However, the refusal to submibta physical testing will be considered a positive testing,
and is grounds fadisciplnaryactionup to andindudingtermination.
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1003.4TESTINBROCEDURES

A. OccupationaMedidne Associategshrough BonnerGeneralhas been despnated asthe
administrator forBonner/ 2 dzy Drég®8réeWorkplace program. All samplecollection
activity and drug/alcoholO dzii ®&I[$viill be consstent with requirementsestablished
by the Occupational Medicineand Associatesyith the exception of employeesperating
countyequipmentrequiring COLlicenses. Thesemployeeswill be subgct to additional
rulesandregulationsestablishedby the Departmentof Transportationalsoadministered
by OcaupationalMedicine Associates.

B. Allindividablewhoarerequiredto betestedunderthe condtionsof this policy,exduding
Elected Officials will report to OccupatonalMediane/BonnerGeneralor the Priest River
ClinicBonrer/ 2 dzy desigfiadiedcollectionsites,at the requestedtime.

1003.5 EMPLOKERIGHTANDOBLIGATIONS

A. Theappropriatedepartment of the employeeshallpay for the cogsof initial drug
and/or alcoholtestspursuant to this policy.

B. Anytimespert for drugtestingshallbe consideredvork time. Successfybb
applicants/prospectivemployeesshallnot be paidfor anytime spentfor drug/alcohol
testing

C Decisionsassociatedvith retention of anoffendingemployeewould include satisfactory
participation in adrugor alcoholabuseassistancer rehabilitation programapprovedfor
suchpurposes by a Federal, Stateor localhealth, lawenforcemnent or other appropriate
agency A condition of continuedemploymentfollowing treatment for subsence abuse
mayincluderandomdrug and/or alcoholscreeningThescresningwill be randomand set
up accordngto the termsof aNJB 1t ScyhiratBThe NI 1t Scyntradtivill be established
on a caseby casebasisestablished letween the elected official and the employee.
Employeeshat hold CO_licenseswill follow the guidelinessetforth by the DOT.

10036. CONFIDENTIALITY

Bonner Counthasa commitment to maintainng confidentialty of drug and alcoholtesting
information. All information, intervew, reports, statements, memorandaor test results,
written or otherwise, receivedhrough a substance abusetesting program shall be kept
confidential and areintended to be usedonly for anemployerQinternalbusinessuse;or in a
proceedng related to the dischargeof the employee. Laboratay, medical review officer,
OccupationalHealth and Bonner County staff who receiveor have accessto information
conceningtestresultsshallkeep the information confidentid.

1003.7.EMPLOBESACKNOWEDGEMENT
A. AllBonnerCounty employeesare requiredto viewand acknowedgereceiptof a copyof
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Bonner/ 2 dzy di ® NR##@yand ProeR dzNBy&igningand datinganemployee
acknowledgmentform.

B. AllBonnerCounty Prospective Employeeshallsignan acknowledgment of receiptof a
copyof the éBonnerCountyDrugPolicyandt N2 O S Refokhéysigna dConsent
andw S t Sforén ®rithe LIN&nploymentdrug testing.
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1004Computer and Information Technology Uswmlicy

Original Date: July 20, 2016
Supersedes Policy Date:  All previous policies

Revised Effective Date May 30, 2017

Computer and Information Technology Use Policy for Bonner County
Supersedes: All Previous Policies
Date: May 30, 2017

Overview:

Most County positions require the use of computers and access to our information
systems and enterprise software applications. Therefore, every employee is required to
read and understand the contents of this policy.

Information serves as the foundation for all Bonner County Government operations.
Applying the correct methodologies and policies to our computer information systems is
critical in efficientye x ecut i ng t he a&ndcomsistgnlyservimg thestaxmayer.
It is important for everyone to fully understand the responsibilities which accompany the
use of these systems.

Of primary importance: all hardware, software, e-mail and Internet access provided by

Bonner County is to be used for the purpose of facilitating the work of the County and its

agencies. Inregardst o t heir use of t hemplog@eesihave yodightta o mput e
privacy and computer systems, including use of e-mail and the Internet. Internet use and

e-mail communications may be monitored. Bonner County does not condone the illegal

duplication or installation of unauthorized software. The user account/password

combination is the cornerstone of Bonner County computer security. All provisions for

password control will be observed at all times. All Bonner County employees and

contractors are responsible for protecting BonnerCount y6s i nf oandmhidingon as s
by security polices and guidelines.

Policy

This policy applies to all users of the Bonner County computer network, servers and
computing resources. These resources includes all computers, telephones, servers,
software, and devices that are connected to the county network and are used for county
business. The Bonner County computer system, including files, software and e-mail, are
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all the property of Bonner County, not the user. Bonner County provides computer

systemsf or the purpose of facilitating and. enhanc
These resources are administered, managed and maintained by the Technology

Department of the County and fall under the supervision of the Director, Technology and

who operates under the authority of the Bonner County Board of Commissioners and in

collaboration with each elected official. All Bonner County employees, elected officials and

other users of the Bonner County computer system are covered by this policy, unless

excluded by law.

No Right to Privacy

Users have no right to privacy with regard to their use of the county computer system and
computers, including the use of e-mail and the internet, unless that privacy is protected by
law (attorney-client confidentiality, human resources communications, HIPAA, etc.) Any
and all users of the Bonner County computer system, including internet, e-mail, and all
files on the Bonner County computer system, may be monitored, recorded, copied,
inspected, and/or disclosed, with or without notice, at the request of the appropriate
elected official to the Director, Technology.

The content of e-mail messages is not private, and users should not expect that e-mail
messages will remain private, unless that privacy is protected by law. Bonner County
reserves the right to store any e-mails that pass in or out of the Bonner County computer
system and to disclose the contents of e-mails to third parties, with or without notice at the
request of the appropriate elected official. Any e-mails sent or received on the Bonner
County computer system may be subject to discovery in litigation or Freedom of
Information Act requests involving Bonner County or the user.

County users have no right to privacy regarding their use of the internet. Bonner County
reserves the right to monitor the pattern of use, including the specific web pages visited,
and may record, copy, and disclose that information in accordance to Idaho law.

Bonner County does not waive any privileges, including those provided by statute, rule or
common law.

Exceptions from the no right to privacy and disclosure to third parties

Any personal e-mail or data that is not used for official county business and data that is
covered under the limited personal use section, exempted by statute or law shall be
exempt from records search and disclosure to third parties. Other agreements concerning
the right to privacy may be covered in a separate agreement with each department.

Technology Advisories

From time to time the Technology Department issues advisories by e-mail. These
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advisories generally communicate failures of the network, security issues or other urgent
information concerning technology services in the County. These advisories should be
read in their entirety and any instructions that may be required by the user should be
executed immediately as directed. These issues often involve saving work, logging off a
county system or combating a cyber-security threat and may generally involve issues
concerning the health or maintenance of thecount y 6 s sy st e ms.

Technology Support

Bonner County employs IT Technicians that provide computer support to the county
government departments, organizations and affiliates. The essential function of the
IT Technicians is to install and upgrade network desktop-based systems (including IP
Phones and related peripherals) and maintain network and desktop integrity after
installations; and to install computer software packages such as operating systems,
suite packages, enterprise software and in-house developed software. They respond
to client inquiries concerning systems operation/function and diagnose system
hardware, software and operational problems. They instruct clients in the proper use
of equipment, software and materials and coordinate activities with other Technology
Department staff. You can contact an IT technician for support at
help@bonnercountyid.gov. IT Technicians are highly qualified professional
specialists and should be treated with respect and consideration; they are your
trusted advisors on solving technical problems and will do their best to resolve any
technical problems you may have.

When submitting a help desk ticket:

1 Provide your full name, organization, office location and phone extension number
and/or phone number in each help desk ticket

1 Provide a reasonably complete description of your problem.

Always send a courtesy copy of your Help Desk Ticket to your supervisor.

1 Before submitting a help desk ticket, remember to completely power down and
reboot your computer if your problem is related to your computer.

1 Do not call or write a specific person on the technology staff unless it is a serious
emergency and, even then, always send a help desk ticket.

=

Technology Training:

From time to time the Technology Department provides training, workshops or seminars
that employees may wish to attend. Each employee should attend the required Security
Briefing that discusses each empl oyeeds
ensure that all staff attend the Security Briefing.

E-mail
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The purpose of e-mail for Bonner County employees is to promote internal business-
related communications and to facilitate business-related communications between
Bonner County and other agencies, people, and constituents. The availability of e-mail or
limited, personal use is subject to and may be monitored at the request of the appropriate
elected official or for security violations. Personal use of e-mail should be similar to
permitted personal use of the telephone. Department heads will determine if any user is
excessively using e-mail for personal use.

E-mail Attachments

Users will sometimes receive e-mail messages through the Bonner County network that
have one or more attachments. Many attachments are safe and appropriate; however,
attachments are also a common means used to spread computer malware.

To prevent infection from malicious software all users must be extremely cautious when
opening e-mail attachments. Never open any attachments to an e-mail from an unknown,
guestionable, or suspicious source. Delete these attachments immediately. Even if the e-
mail appears to be from a known source, if you are unsure about the attachment, call or e-
mail the sender before opening it. Users should open or save an e-mail attachment only
if:

9 You believe it is from a trusted sender and
1 You are expecting the e-mail with the attachment and
I You believe the contents of the attachment are safe.

If you have questions about a particular attachment, contact the Technology Department
before opening it.

Any users who have a personal e-mail account, such as a Hotmail, Yahoo, and MSN or
any other service are prohibited at all times from using the county-provided Internet to
open or save any attachment to an e-mail message in the user's personal e-mail account.
Opening such attachments may subject the entire Bonner County network to infection by a
virus or other malware.

Just delete it! The bottom line 1 if the e-mail and its attachment looks suspicious and
foreign to you, the person that receives the e-mail, then it probably is malicious. Users will
report all suspected or actual instances of computer infection by virus or other malware to
The Technology Department immediately

Internet Use

Proper and responsible use of the Internet is the responsibility of each user. Use of the
Internet on county computers is a privilege extended to some users for the purpose of
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facilitating the user's work for Bonner County.

Appropriate use of the Internet is for work-related purposes. Please note: all users are
prohibited from using the Bonner County computer system to post personal messages or
information in a news group, blogs, bulletin board, or anything similar, or to "chat" over the
Internet for personal reasons.

Streaming Media, Social Media, Gaming and On-line Shopping:

Employees should not be using the County internet services for downloading streaming
music, videos and movies for personal use. These streaming services eat up valuable
network bandwidth, server resources and expensive hard drive space, and this type of

personal use in not appropriate for the office environment.

The personal use of Netflix, Spotify, Pandora, Amazon music, Hulu, streaming radio and
TV stations, to name a few, are inappropriate on our network.

It is prohibited to use social media in all its many formats (Facebook, blogs, Instagram,
YouTube, Pinterest, Tumblr) on the county network unless for official use purposes.

On-line shopping and recreation games for personal use are not permitted on the County
network. It is permitted for departments to use these restricted internet resources for
official use and when authorized by the appropriate official.

We work on an honor system where we trust the staff to use county resources
appropriately. Use county network resources wisely and conscientiously.

Limited Personal Use Privilege

For the most part in Bonner County, except for certain computers in the detention centers,
9-1-1 operations and law enforcement that may have strict controls, we operate in a
relatively fAopeno c¢ BomeuCounty guthaires, byrpolioynae nt .
privilege to use your County computer for some limited personal use, provided such use
does not interfere with official business and involves minimal expense and security risk to
the government, and is generally taking place during breaks, lunch or before and after
official duties.

This privilege would include checking your personal e-mail, checking the news, monitoring
a stock or team score, attending to personal business, sending a note home to the family
or other routine function that does not use a significant amount of bandwidth or require a
significant amount of county resources. All personal use activities should be restricted to
well-known web sites that do not host dangerous, offensive or controversial content.

Department Heads are responsible for monitoring this limited use privilege and may
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further restrict the policy in any manner that they see fit, but may not expand this policy in
its implementation.

Inappropriate or lllegal Use

All users are prohibited at all times from using the Bonner County computer system to
access Internet sites, send e-mail, willingly or knowingly receive e-mail, or create or save
documents or files which contain pornography or graphics, images, or language that may
be defamatory, derogatory, sexual, racist, abusive, illegal, obscene, harassing, or
offensive. The only exception to this is if such use is part of a legitimate investigation or
official county business that should be specifically approved by the appropriate official.

Further, users are prohibited at all times from using the Bonner County computer system,
including e-mail and the Internet, to accomplish any of the following: violation of copyright
law; distribution of chain letters; mass mailings (other than for job related purposes); illegal
conduct; activity which could in any way bring discredit upon Bonner County or its policies,
rules, or regulations; activity that could compromise the security of Bonner County or its
computer system; personal gain or business/commercial activity not directly related to
work for Bonner County; or misrepresent oneself or the County.

In the event that a user violates this policy by using the Bonner County computer system
for these unauthorized personal purposes the employee is subject to disciplinary action,
legal or other penalties as set forth in this policy and statutes. In the event that a user
uses the Bonner County computer system to submit credit card numbers, bank
information, or other sensitive information, Bonner County is not responsible for the
consequences of such submission, including possible theft, identify theft or fraud.

Software

Users are prohibited from installing or downloading any software onto the Bonner County
computer system without written consent or support (E-mail consent is okay) from the
Technology Department. The purchase and installation of all computer software will be
done by or under the supervision of the Technology Department, which has the authority
to deny the installation or use of software which the Technology Department believes is
incompatible, unstable, improperly licensed or does not meet the security requirements of
the county. In the event of a disagreement between the Technology Department and the
elected official and/or department head, the Board of County Commissioners shall have
the final authority to resolve this issue.

Users are required to inform their supervisor, department head, or elected official; and the
Technology Department of any violation of this policy. Random Bonner County audits
may be conducted by the Technology Department to verify that every application used
within Bonner County is legally licensed and authorized. According to United States
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copyright law, illegal reproduction of software can subject a person to civil damages and
criminal penalties, including fine and imprisonment.

Hardware

Bonner County has several objectives in mind when acquiring computer hardware. A
significant goal is reducing incompatibility problems and ensuring security of the county
systems and users. Others objectives include reducing administrative costs associated
with the acquisition of computer products, reducing implementation time and complexity,
improving management and control, improving quality and reliability of purchases,
reducing support confusion, and improving the budget planning process. Compatible
hardware significantly reduces the cost of the Bonner County maintenance contracts,
ensures compatibility and consistency in the way Bonner County operates software and
connects to the network, and reduces the complexity of managing multiple manufacturers'
products.

Therefore, purchase and installation of all computer hardware and connected equipment,
including but not limited to computers, tablets, phones, hard drives and other storage
devices, printers, scanners, networking equipment and any other digital devices, will be
done by or under the direct supervision of the Technology Department. The Technology
Department has the authority to deny the installation or use of any hardware or connected
equipment which the Technology Department believes is incompatible, unstable, or lacks
the correct level of security. In the event of a disagreement between the Technology
Department and the elected official and/or department head, the Board of County
Commissioners shall have the final authority to resolve the issue.

Users are not to modify the Bonner County computer system in any way, including adding
or deleting any capabilities of the system, without express prior written permission of the
Technology Department.

Security and Data Access

Computer information security is the protection of information assets from unauthorized
disclosure, modification, destruction, or temporary unavailability, whether accidental or
intentional. Information assets include computer hardware and/or software, information in
databases or files, and printouts.

All users are responsible to protect Bonner County's information assets, and practice
sensible security behavior and shall not engage in conduct which causes a breach of
computer information security. Users learning of any breach of information security within
Bonner County shall immediately notify their respective elected official or department head
and the Technology Department.
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It is prohibited to access networks, servers, drives, folders, or files to which the employee
has not been granted explicit access or authorization from someone with the right to make
such a grant.

It is the responsibility that every director or elected official ensures that each user in
his/her department is afforded the correct level of security and access based upon the
e mp | o yob edgusements and that these security requirements are accurately
communicated to the Technology Department.

Users, transmitting over the Internet any county information and/or electronic data that
may be regarded as privileged or confidential, should first secure a method of transmitting
this information securely and in accordance with relevant policy, best practices and legal
requirements. If there is a doubt as to whether information is privileged or confidential,
requires encryption or as to whether a transmission can use the Internet securely, users
should discuss the issue with their supervisor and the Technology Department before
transmitting. E-mail is not generally an acceptable means for transmitting sensitive
information.

To ensure maximum information security, Bonner County administers computer security
under the program of "least possible privilege to perform position." Each user will be
given the rights to access only the information necessary to perform the duties of his or
her position. All efforts, direct or indirect, to gain unauthorized access to Bonner County's
computer systems are strictly prohibited. These include any non-standard methods that
attempt to circumnavigate established security policies. Each user is assigned a unique
account. No one may use that account except the user. Users are responsible for all
activity that occurs on their user's unique account including any use by third parties.
Group accounts shall be used only by members of the authorized group.

Remote Access and Security

No employee shall provide remote access to any County computer by any non-county
employee without guidance and written permission (e-mail is suitable) from the
Department of Technology. Many malicious actors often use the phone, e-mail or other
strategies to trick users with high-pressure tactics to provide the access and technical
information to gain control of your computer and to the network, so any remote access to
the county network is strictly vetted and controlled. Employees shall not facilitate remote
access to their county computer without verifying the identity of the person who requests
access. Only technology department staff or in the case of the Courts, Idaho Supreme
Court technical staff, have established and general remote access to computers in the
Bonner County network. Refer any requests for remote access not by these authorized
individuals to the Department of Technology.

Passwords
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Passwords are used to verify and authenticate the identity of each user. A user must not
share his/her password with any other user, including the supervisor. Password sharing is
strictly forbidden. The account name and account password combination is unique to
each user and therefore provides a means of holding users accountable for their activity
on the system. Consequently, password control requirements will apply to all users:

If a password is compromised or become known to someone else in any way, then the
user must immediately change his/her password.

Due to the changing cyber-security landscape, the Technology Department will publish

from time to time via e-mail or posting on the County Intranet site (BCGNet) the current

requirements for passwords. These guidelines will ensure that the County has the correct

level of password security and complexity appropriate for the tasks and systems accessed

with the userés credential s. I n general, thes
complexity of the password. Note that certain law enforcement and sensitive systems

may have more sophisticated requirements for passwords and security.

The Technology Department will require users to change passwords that do not meet the
above security measures.

Data Storage

All users should save official data files on network shared drives. Ingener al t he THfAbe:
practiceo is that files should not be adved to
the user is liable in the event of a computer failure in which data cannot be restored from

the local hard drive (C drive). Data stored on network drives is more secure and

recoverable since network drives are backed up regularly. Also your team will have

access to your official data on the deSpdart ment
is incumbent upon every user to keep official files, documents and other data on the

shared department drive.

Do not destroy, delete, erase, or conceal County files or other County data, or otherwise
making such files or data unavailable or inaccessible to the county staff or to other
authorized users of county systems;

You county computer is not the correct place to store your personal music, video or photo
collections. Do not co-mingle any personal data on your Bonner County computer or
networks.

Leaving the County Employment

All staff who exit employment with the county need to carefully preserve all data, e-mail,
files and documents. This data will be made available for distribution by the supervisor in

accordance with department needs and policy. The Department of Technology shall be
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informed concerning your departure and make provisions to decommission your network
and computer access credentials and to ensure your official files including e-mail are
preserved in accordance with department requirements, policy and the statutes regarding
the management of public records.

Data Disposal

All data at Bonner County retains confidentiality for county purposes even after it seems to

be no longer useful to Bonner County. All digital media, USB drives, hard disks, thumb

drives, DVDs and other such media must be erased or appropriately destroyed before

they are transferred to new ownership (inside or outside Bonner County). If they are being

disposed of, they must be erased or otherwise damaged such that their contents are

rendered unreadable. All digital files have rules as to how long they must be maintained

as public records. Consult your departmentds
guidance on how long digital data or any other documents and public records must be

retained. Consult with the Technology Department for the correct procedures for

disposing of digital media.

Wi-Fi - wireless internet services

The Technology Department may deploy wireless internet access points (APs). If you use
these access points, they may permit access to the County network. In that case, all
aspects of this computer use policy are in affect. However, APs may be provided for
limited public access as a service to our constituents. In that case, users may bring their
own devices to access the Internet for personal use usually when on breaks or during
lunch. This access is provided as a privilege and can be revoked at any time. Public
wireless access is not secured in the same way as the County official network so users
can execute a wider range of personal browsing functions on this network. Any offensive,
illegal, malicious or inappropriate browsing is prohibited. Any excessive use of bandwidth
is also prohibited. Otherwise, users may use these limited wireless public access points
for personal use.

Official Cell Phone Use Policy and Limited Personal Use

Cell and smart phones are provided by the Bonner County government to key employees
such as certain elected officials, directors, managers, legal advisors, technical staff and
public safety employees. These phones should be used primarily for the official business
of the County. This official use may include phone calls, text messages, e-mail and use of
the internet.

County supplied cell and smart phones are generally property of the County and therefore
subject to the computer use policies of the County. County supplied phones are not
personal property and should not be treated as such nor do users of County supplied
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phones have the expectations of use that you might have with a personal phone.

Notwithstanding, in order to avoid the necessity of carrying a second phone for personal
or non-official communications while you are currently carrying a County-supplied phone,
the County provided phone can be used for limited personal use provided such use is for
incidental and reasonable personal communications and subject to the following
guidelines.

1 Staff provided with County cell phones must respect that these phones are meant
for business purposes.

1 Staff may make informative messages or calls to and from family members;
consulting personal e-mail and other incidental casual personal uses are also
permitted

1 Any commercial use of the county supplied phone is prohibited.

1 Staff is encouraged to use their company cell phones sparingly when it comes to
personal calls, internet use and texts.

1 Staff must not make international calls using their County cell phones, unless those
calls are explicitly for business purposes.

9 Staff understands that the County cell phones are property of the County, and are,
therefore, revocable at any time. Users must relinquish their phone when required
by their supervisor.

1 Applications installed on an official phone must be to support official related
business.

1 Any personal use that results in other than nominal costs is prohibited unless
specifically authorized or required by emergency circumstances and phone users
may be charged and/or reprimanded for any personal costs that are prohibited by
this policy.

The Department of Technology provides security supervision, hardware and software
compatibility review and support for official phones just as they do for other technology
devices. The Department cannot provide support for personal cell phones. Users of
agency provided cell and smart phone in the County represent trusted staff and are
expected to use their phone in a responsible, courteous, safe, legal and professional
manner consonant with their position of trust.

Web Resources

The County has a number of official publicly facing web sites, internal intranet, FTP sites
and other web-related resources. These resources are strictly for official county business.
All content posted on these web sites needs to be reviewed and authorized by the
appropriate Director or Elected Official. All web editors that post to the Bonner County
public web site are expected to abide by the stylistic conventions and content guidance
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published by the Technology Department that ensures a standard look and interface
across web pages, a quality of content and the appropriate authorized use of intellectual
properties.

Intellectual Property

Bonner County observes all legal requirements concerning for intellectual properties rights
of personal property, artistic creations, digital media, software licenses, trademarks,
copyrights, or any other legally protected property rights. If you have any doubts about
your requirements to respect that law concerning intellectual properties contact your
supervisor or elected official. The Technology Department and County Counsel advises
supervisors and elected officials concerning issues with any digital intellectual property
rights and licensees.

Incidental Private Practice of Law Exception:

Notwithstanding any other provision herein to the contrary and subject to the authority of
the Prosecutor Bonner County information technology resources may be incidentally
utilized for the limited private practice of law.

Non-Compliance

All policies are in full force and effect, both during and after working hours. Any violation
of any part of this Computer Use Policy may subject the user to disciplinary action,
suspension or termination of computer privileges and/or civil and criminal penalties. Any
Bonner County employee who violates any part of this Computer Use Policy may further
be subject to discipline or other adverse action as set forth in the Bonner County
Personnel Manual, up to and including termination. Any independent contractor who
violates any part of this policy may have his/her contract with Bonner County terminated.
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Vehicle Use Policy Policy No: 1005

Original Date: January 15, 2013
Supersedes Policy Date:  All Previous Policies

Revised Effective Date = August 1, 2022
1005. VEHICLE USE POLICY

1005.1 PURPOSE

1. This Policy outlines the use of vehicles for work used on behalf of Bonner County
and applies to all employees and volunteers who operate vehicles for Bonner
County business.

2. Employees operating vehicles while conducting Bonner County
business shall always drive safely, legally and courteously, remembering that
they are directly responsible for maintaining both Bonner County-owned
property and public trust.

3. Employees are expected to operate vehicles safely. It is the policy of Bonner
County to provide a safe working environment that protects employees and
citizens from injury and property loss. Bonner County considers the use of
vehicles part of the working environment. Bonner County is committed to safe,
responsible employee driving behavior that reduces the risk of personal injury
and property loss.

4, Failure to abide by the Vehicle Use Policy will result in loss of driving privileges
for the County.

1005.2. USE

1. Vehicles owned or leased by Bonner County are to be used for the functions
of Bonner County. Personal use or any other type of use is not allowed.

2. Employees who use Bonner County vehicles are entrusted with the care
and keeping of the vehicles assigned to them.

3. Some employees may be assigned a vehicle that is driven home; this may be
a taxable benefit.

4, Employees who drive vehicles over 26,000 gross vehicle weight, buses and
vans over 15 passengers must have a valid commerciald r i vlieensé DL).

5. Employees who drive their personal vehicles on Bonner County business
are subject to the requirements of this policy including:
a. Maintaining auto liability insurance with minimum state limits.
b. Maintaining vehicle in a safe operating condition when driven on

Bonner County business.
C. Employees who regularly drive to Bonner County locations and/ or attend off
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site meetings may be eligible for a vehicle allowance rather than be
assigned a vehicle. (Elected officials make the determination of eligibility for
vehicle allowance) Requirements of this policy include the above (a & b)
plus:

1. Employees may be asked to attach temporary identifying material
such as Bonner County logos or strobe lights or beacons. These
specialty items are to be provided by the County.

2. Employees may not be using their personal vehicles for:

a. Hauling County materials such as gravel, dumpsters, and
HazMat chemicals.

b. Conducting higher risk activities such as snow plowing,
picking up waste materials, hauling County trailers, or
transporting personnel.

c. Conducting first responder activities such as Emergency
Medical Services, Sheriff patrol duties, or Emergency
Management response.

d. Meeting with the general public in which a personal vehicle is
not appropriate for conducting the County business.

3. Ifanemployeewh o0 d o e s n & tssigheal Cauntyavahicla needs to
conduct one of the above activities, a loaner vehicle may be available for
use from the motor pool.

1005.3. ASSIGNED OR PERMISSIVE DRIVERS

1. Each employee who is assigned or operates a Bonner County vehicle is required
tohaveavaliddr i v er 6 sShoulid aneennspel .o yde d dvse r O expite,ibe e n s e
revoked or suspended, the employee shall immediately notify his or her supervisor.
At the time of the suspension, the employeeb s/ehicle-use privileges will be
suspended until the emp | oy @& & v leengeshas been fully restored and
validated.

2. Each employee assigned or permitted to operate a Bonner County vehicle shall be
responsible for the following:

a. Proper and safe operation of the vehicle;

b. Serviceand maintenance of thevehicle in
accordance withthe manuf a citeaomneendat®ns and
department policy;

C. Verification of vehicle registration, license plates and insurance; and

d. Participation in vehicle safety and defensive driving training as required by
Bonner County.

1005.4. DRIVER EVALUATION

Employees who drive on behalf of Bonner County will be evaluated, selected, and
trained based upon their driving ability. To authorize employees as drivers, management
may:

1. Review past driving performance and work experience through reference checks
with previous employers.

2. Reviewthee mp | o yDea @ & kicendesRecord (DLR) and/or appropriatest at e 6 s
Repository.

3. Ensure the employee has a valid dri v elicedss.
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4. Ensure the employee is qualified to operate the type of vehicle he/she will drive.

5. Conduct a new hire defensive driving class for all new Bonner County employees
that drive on behalf of the County (privately owned vehicles and County owned
vehicles) Upon initial approval of this policy by the Board of County Commissioners,
al | empl oyees must complete the fathatent ati on
year. After the initial roll out period, all new drivers for the County must attend and
pass the next available class, or driving privileges for the County may be suspended.
6. Conduct a periodic post-accident defensive driving class for all County employees
who experienced a driving related incident.

7. Failure to attend the new hire defensive driver class or post-accident defensive
driver class may result in loss of driving privileges for the County.

8. The defensive driving class is not intended to replace emergency response vehicle
training, such as CEVO or EVAC.

1005.5. SEATBELT USE

Except as authorized herein, all drivers and passengers are required to utilize seatbelts
as mandated by law. Exception: Sworn law enforcement officers may dispense with
wearing safety restraints in specific tactical situations or when it reasonably appears
that, due to unusual circumstances, wearing a seatbelt would hinder rather than increase
safety (Idaho Code 49-673(2)(b))

1005.6. MOBILE COMMUNICATION DEVICE, CELL PHONE AND COMPUTER USE

The driver of a Bonner County vehicle, or any other vehicle being used for Bonner
County business, is prohibited from using a mobile communication device, cell phone or
computer of any type while the vehicle is in motion. Drivers must be safely parked before
using phone or mobile computer equipment. A mobile communication device is defined
as fi dext messaging device or a wireless, two-way communication device designed to
receive and transmit voice or text c o mmu n i c aThis doesonot apply to Bonner
County work-related two-way radios, hands-free and Blue Tooth devices. Exception:
Sworn law enforcement officers may use mobile communication devices in specific
tactical situations.

1005.7. SMOKING PROHIBITED IN VEHICLES
Smoking is expressly prohibited in all Bonner County vehicles.
1005.8. IMPAIRED DRIVING

An employee who drives a Bonner County vehicle must not operate a vehicle when
his/her ability to do so is impaired or influenced by alcohol, illegal drugs or other illegal
substances, prescribed or over-the-counter medication, or illness, fatigue or injury.

The driver is obligated immediately to report to his/her supervisor any reason that may
affect his/her ability to drive safely.

1005.9. PROOF OF INSURANCE AND REGISTRATION

Employees who drive Bonner County vehicles must make sure that the current insurance
and registration cards are kept in the vehicle at all times.
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1005.10. ACCIDENT/INCIDENT REPORTING

1.

In the event of an accident, the driver shall, when possible, first check on the safety
and welfare of all persons involved and seek immediate medical attention should it
be required for themselves or others. If possible, move the vehicle to a safe
location out of the way of traffic.

Drivers shall immediately notify their supervisor of the accident and report the
extent of the injuries and property damage involved.

In the event of an accident with damages exceeding $1,000.00 or where any
physical injuries occur, the driver shall notify the supervisor and 911 Dispatch and
shall request a police officer investigate any accident that involves a Bonner
County vehicle. This will help ensure that Bonner County is protected from
unwarranted claims. Do not discuss fault with, or sign anything from anyone
except a police officer or an authorized representative of Bonner County.

In the event of an accident with damages or where any physical injuries occur,
the driver shall submit to a drug/alcohol test no later than one hour, or as soon as
practical, after the incident.

Drivers shall cooperate fully in the handling of the claim.

Employees shall notify their supervisor as soon as practical of any vehicle damage
involving any non-moving incident, such as vandalism, snow damage, parking lot
damage, etc. Any damage shall be reported to Risk Management by the Elected
Official or department head using the accident/incident report provided by Risk
Management.

All employees involved with a driving related incident shall attend the next
scheduled defensive driving class.

1005.11. TRAFFIC VIOLATIONS

1005.12.

All fines and other criminal penalties due to violations of the law by the driver are the
personal responsibility of the driver of any Bonner County vehicle. These costs are not

reimbursable by Bonner County and must be paid promptly by the driver.

VEHICLE REPAIR

The appropriate Elected Official or department head must approve any vehicle repair.

1005.13. VEHICLE TELEMETRICS

Bonner County Commissioners may decide to install telemetric devices in vehicles
owned or leased by the County. IThese telemetric devices can help with monitoring
vehicle performance, maintenance issues, driver safety, asset protection ,schedule
management, and more. County employees should be informed if vehicles they are
using have these devices installed.
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1005.14. NON SERVICE ANIMAL (PETS) PROHIBITED IN VEHICLES

Animals (pets) are not permitted in County Vehicles, unless the animal is a service
animal or is in service of the County, such as a K9, for VAST, or part of Fairground
operations.

Revision History:

July 15, 20130riginal Date

May 11, 2017 Mandatory Driver Safety Training, Creation of Motor Pool, Creation of Vehicle
Allowance, Providinfpr Consistency in the Policy Language

February 9, 2021:GPS and Vehicle Telemetry Devices Use in County Vehicles

August 1, 2022: Prohibiting Ngervice animals (pets) in County Vehicles
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Appendix A

BONNER COUNTY

VEHICLE ASSIGNMENT AGREEMENT

The undersigned hereby acknowledges receipt of an agency-owned or agency insured vehicle. |
understand that this vehicle is to be regularly maintained and serviced, according to the service
schedul e outl i ned i nheindtractionsvsaued by the Fiaet Safety Cooinator,
whichever is appropriate.

Further, it is agreed this vehicle will be operated in a safe manner and in compliance with this
policy. | agree to be responsible for all traffic and parking violations that occur while the vehicle is
assigned to me.

| understand articles of this agreement apply regardless of who is operating this vehicle.

| agree to promptly report all accidents or incidents resulting in injury or damage to the vehicle or
other property, no matter how slight.

I understand | am required to maintain Bonneral i d dr i
County the rightto investigate mydr i ver 6 setocénaey ti me. My current
issued from the State of and is License Number

| understand the operation of this vehicle in a safe operating condition is my responsibility. If this
vehicle becomes unsafe, it is my responsibility to notify my supervisors immediately.

I have read and agree to the provisions of this vehicle assignment agreement and the
requirements of the Vehicle Use Policy.

Print Full Name

Signature

Date
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Appendix B

BONNER COUNTY

ACKNOWLEDGMENT OF RECEIPT OF VEHICLE USE POLICY.

l, acknowledge receipt of the Bonner County Vehicle Use
Policy, adopted on May 11, 2017.

Please initial each statement below if it is true.
I understand that it is my responsibility to read and understand the contents of this Policy.

I understand that | am obligated to perform my duties of employment in conformance with the
provisions of this Policy and any additional rules, regulations, policies or procedures imposed by
the department in which | work whether or not | choose to read the Palicy.

| understand that this Policy may be modified without prior notice to me.

| understand that should this Policy be modified that | will be provided with a copy of the
modification.

DATED this day of , 20
(Employee)
Driverb6s License Number Issuing State
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Travel Policy and Reimbursement Procedure Policy No: 1006
Original Date: October 1999

Supersedes Policy Date: January 1, 2006

Revised Effective Date: May 11, 2017

1006 Travel Policy and Reimbursement Procedures

1006.1 Policy Narrative

These County Travel Policies and Procedures are effective January 1, 2006, and as
adopted by the Board of County Commissioners. These travel policies and procedures
replace and supersede any and all prior Bonner County travel regulations, policies and
procedures that may have been promulgated or adopted by the Board of County
Commissioners. These policies and procedures shall be agency guidelines for all personnel
defined as employees of Bonner County, except as provided by law, and shall be applicable
to all official travel paid for by Bonner County and all departments, agencies, officers, boards,
commissions, institutions and other County entities.

Departments may adopt their own internal travel policies for additional administrative
control or flexibility when deemed necessary or desirable. No department, however, may
permit travel reimbursement exceeding that allowed by these County Travel Policies and
Procedures, nor shall they institute more liberal measures of travel control than those provided
herein. The appropriate elected official or department head/director shall make certain that all
of their employees who travel for official purposes are aware of these policies and procedures.

All reimbursable travel of County employees must have been properly authorized;
actually incurred; essential in achieving the goals or fulfilling the responsibility of a
particular department; and, conducted in the most economical and practical manner for
the County.

The primary responsibility for proper control and compliance with Bonner County
Travel Policies and Procedures, and those adopted by County departments, is inherent in the
administrative responsibility and authority of the appropriate elected official or department
head/director of each department.

1006.2 BONNER COUNTY TRAVEL POLICIES AND PROCEDURES

1006.3. Travel Authorization

Official travel of County employees must be authorized by the appropriate elected
official or department head/director of the department or by the designated
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representative(s).

The method for granting authorization is left to the discretion of the appropriate elected
official or department head/director of each department.

1006.4. Approval of Travel Expense

Travel expense vouchers must be approved for payment by the appropriate elected official
or department head/director or designated representative(s).

1006.5. Allowable Expenses

Payment of travel expenses by Bonner County is limited to costs authorized in these
County Travel Policies and Procedures, unless the Board of County Commissioners
provides an exception thereto:

1006.6 Travelers with disabilities:

With prior approval of the appropriate elected official or department head/director or
designated representative, employees with disabilities are allowed payments of certain
additional travel expenses to accommodate their disabilities such as, but not limited to,
subsistence and transportation of an attendant when the employee requires assistance,
cost of specialized transportation, increased cost of specialized services for public carriers
or special baggage handling.

1006.7. Expenses Not Allowable
The following will not be paid by the County:

A. Expenses of a personal nature incurred for the convenience of the traveler
including travel by indirect routes or stop-over for personal reasons; leaving earlier
or returning later than necessary on a trip.

1. Notwithstanding the restrictions contained in 4.A above, an agency may
reimburse an employee for travel expenses incurred during official travel which
includes a personal stopover to the extent the employee sufficiently documents
that the cost of the entire trip (including transportation, lodging, per diem,
miscellaneous expenses and compensatory time) is no more than the costs
would have been without the personal stopover. Supporting schedules must
be attachedtothe e mp | o yravel é6xpense voucher.

2. Extraordinary expenses due to unusual circumstances when deemed
appropriate and necessary, may be approved by the appropriate elected official
or department head/director. Supporting documentation shall be attached to
the travel expense voucher.

B. Expenses for travel between home and office or for other non-official purposes.
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C. Expenses incurred by an employee while on leave.

1006.8. Mode and Route of Travel

Employees shall use the most practical mode of travel from the standpoint of time and
expense. When unusual circumstances preclude adhering to this procedure, the
appropriate elected official or department head/director may allow an exception.
Supporting documentation shall be attached to the travel expense voucher. County
vehicles are to be used whenever possible.

1006.9. Travel by Public Transportation

Reimbursement for travel by common carrier shall be limited to the lowest cost means of
travel unless it is impractical or not available. When, for personal reasons, a travel is
authorized by the appropriate elected official or department head/director to use a private
conveyance in lieu of common carrier, reimbursement will be limited to an amount for
travel, meals, lodging and miscellaneous expenses equal to the amount which would have
been incurred had the travel been by common carrier. Authorized travel time shall be
limited to that which would have been allowed had the employee traveled by common
carrier. Unless the appropriate elected official or department head/director specifically
authorized a leave of absence, excess travel time incurred by the authorized use of a
private conveyance for personal reasons during working hours shall be charged to the
t r av atcriaeddeave.

Procedure 6-l. All original receipts for travel by common carrier paid by an employee must
be attached to the travel expense voucher. This includes the boarding fees at airports
which are considered part of the airline ticket expense.

Procedure 6-2. An explanation must be attached to the travel expense voucher when an
employee is authorized to use a private conveyance in preference to the common carrier
and is claiming an amount equivalent to the common carrier fare. The explanation must
include destination, actual departure and return dates and hours which would have been
incurred by the use of the common carrier.

1006.10. Use of Privately-Owned Automobile, Aircraft, or other Conveyance

The use of privately-owned automobiles, aircraft, or other conveyance may be authorized
whenever it is more practical or beneficial to the C 0 u n tmisgiog than transportation by
common carrier or County vehicles. The mileage reimbursement rate is to compensate
the employee for ordinary wear and tear and operating costs, including insurance, for work
related use of the e mp | oy e e 6 svehicle.r The @oarlty makes no claim implicit or
otherwise, to assume the costs of actual vehicle expenses. Under no circumstances will
Bonner County pay a bill for fuel placed into a privately owned vehicle. Employees are to
present the mileage traveled on an expenditure claim form. Requests for mileage will be
processed during our normal claims processing procedures. Please see Appendix A
ATr avel Expense Voucher For mo.
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A personal vehicle used by an employee for County business is subject to the limitations
of liability established by our insurance carrier. The e mp | o yims@rdnse will be
considered to be the primary insurance, and the C o u n tingudaace carrier will be the
secondary. Employees should make an effort to familiarize themselves with these
restrictions prior to using their private vehicles for County business. If an employee uses a
private vehicle for county business, it is assumed they have read, and understood, and
agreed to those restrictions to the C 0 u n tiapiltys Please refer to the Vehicle Use Policy
1005.2 for additional requirements.

The cost of transportation by private conveyance shall be paid at the rate set by the Board
of County Commissioners, pursuant to Appendix A, up to the maximum allowed by law.

If an agency-owned vehicle is available to the traveler, but for personal convenience a
privately-owned conveyance is used, the reimbursement shall be limited to onei half the
applicable rate, unless otherwise determined by the appropriate elected official or
department head/director.

Allowable in-state mileage shall be computed according to the latest official state highway
map or mileage charts. Allowable out-of-state shall be computed according to the latest
Rand McNally Atlas. Odometer readings are permissible only when mileage computation
cannot be made from such maps or charts.

Travel for official purposes in and about a city, including travel withinan e mpl oy ee 6 s
official station. ( i Of St at ia defined as the work area or office assigned to

the employee or in certain circumstances the appropriate elected official or

department head/director may further define the fi o f fstatc ii @ffermployees with

unigue work assignments or responsibilities), when not constituting a trip between

two communities may be consolidated on a daily basis and reportedasivi ci ni ty
travel 0.

Automobile storage or parking fees will be an allowable expense when necessary to
protect state or private property, or for other reasons advantageous to the County.
Receipts for storage or long term parking fees must be attached to the travel expense
voucher for reimbursement.

1006.11 Airfare

Airfare will be paid for by the County for authorized business travel by an employee when
approved by the elected official or department head overseeing that department prior to
the purchase of the ticket. Whenever possible, charges for air travel tickets should be
charged to a County credit card. A copy of the ticket should accompany the expenditure
claim form that will then be processed during the normal claims processing. Payment for
airfare is limited to County employees. Other airfares will be considered personal expense
of the employee and in no way should they ever be charged to a County credit card. Airfare
is limited to common carrier, commercial flights. Costs for chartered airfare, or by private,
non-commercial plane/helicopter will only be authorized by the appropriate elected official
or department head/director when the use of such conveyance is the most economical

1006 Travel Paolicy Page |4



and practical means of transportation, necessary to accomplish the C o u n tmys€ios.
Receipts for charter costs paid by the traveler must be attached to the travel expense
voucher for reimbursement. .

1006.12 Vehicle Rentals

Vehicle Rentals may be authorized by the appropriate elected official or department
head/director when the use of such conveyance is the most economical and practical
means of transportation necessary to accomplish the Cou nt ynsson. The most
economical and practical rental equipment available will be used. Receipts for vehicle
rental paid by the traveler must be attached to the travel expense voucher for
reimbursement. It will not be necessary to purchase the additional insurance that is
offered by rental companies. The county insurance covers this type of business expense.

1006.13 Use of County Vehicles to assigned personnel

The Board of County Commissioners must receive the name and an explanation of the
responsibilities of personnel determined by the appropriate elected official or department
head/director to require the permanent assignment of a County vehicle. Once the request
is received it must be approved by the Board of County Commissioners. Certain
employees in county departments are specifically authorized to have issued a County
vehicle to transport them from their homes to the office on a regular basis. Personal use
of these vehicles is restricted to incidentals only, (i.e. stopping at the grocery store on the
way home, attending a Dr. Appointment, etc.) They are subject to taxable fringe
requirements. The County will use the Commuting Value Method for reporting taxable
fringe. Emp | oy eliagisto theaabove category will turn in their completed report
denoting the number of workdays the vehicle was driven. This report will be due in the
Au d i tofice dusng the second week of December of each year and will cover the time
period of January 1 thru December 31 of that calendar year. This taxable fringe will be
addedtothee mp | o ya&ymlbrecords once per year.

As an alternative to the above assigned vehicle, the Board of County Commissioners may
choose to authorize a vehicle allowance program for such individuals. Please refer to the
Vehicle Use Policy 1005.2 for details.

Certain employees have County vehicles assigned to their departments, but they are not
authorized to use them for transport from their homes to the office on a regular basis.
These vehicles remain on County property with the assigned employee using their own
vehicles to get to and from the office. These employees will not be subject to the taxable
fringe requirements unless their designation is changed by the Board of County
Commissioners.

Certain employees are categorized as fFirstRe s p 0 n d eemergency punposes. These
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employees are assigned County owned/leased vehicles that are taken home on a regular
basis. The Board recognizes that these employees may be called out from their homes in
case of emergency. These specifically designated employee classifications will not be
subject to the taxable fringe requirements, if IRS tax code allows.

1006.14. Personal Use of County Vehicles.

The use of county vehicles for personal or other non-official business by non-assigned
personnel is prohibited, except for reasonable personal incidental use, (i.e. Stopping at the
grocery store on the way home, going to lunch or dinner when attending an out of town
conference, etc.) Home-to-office driving is only permissible when beginning or ending an
authorized trip outside of regular business hours, or for other reasons considered in the
best interest of the County and approved by the appropriate elected official or department
head/director.

Individuals who are not on County business may not operate or ride in a County vehicle
unless prior approval has been granted by the appropriate elected official or department
head/director. Supporting documentation must be attached to the travel expense voucher.

All county-owned vehicles shall be operated in a safe and courteous manner which does
not violate any law of the State of ldaho or any political subdivision thereof. It is the
responsibility of the driver to determine unsafe driving conditions or to avoid routes
involving unsurfaced or dangerous roads except when warranted by job obligations. It is
further the responsibility of the driver to determine when he/she is unfit to drive due to
fatigue or illness or when a physical condition might cause or contribute to an accident.
Any employee committing an infraction of such laws shall be personally liable for any
damage, and may be subject to disciplinary action. Any employee committing an infraction
of such laws may be requested to attend a defensive driving course. Employees shall be
personally liable for any fines arising from infractions of state and local traffic laws.

County vehicles may be operated only by individuals who possess a valid oper at or 6 s
license. No county employee having the use of a County vehicle shall allow any other

person to operate, control, or possess any County vehicle except in an emergency

situation or supervisory permission.

No County employee shall permit a non-employee to ride in a County vehicle except with
prior authorization of his/her supervisor or in emergency situations excluding Sheriff Office
employees during working hours.

Seat belts must be worn at all times while operating or riding in County vehicles, consistent
with the effective July 1, 1986, mandatory Idaho seat belt law.

All County vehicles shall be parked and/or stored in accordance with the policies
developed by the supervisor or department head, or elected official responsible for the
individual vehicle.

No person shall take any vehicle home unless specifically authorized by the appropriate
supervisor, or by this policy.

Operating a County vehicle under the influence of alcohol or drugs, or carrying an open
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container of alcohol or any controlled substance or paraphernalia in the vehicle is
prohibited and can be grounds for dismissal. Sheriff Department may transport evidence
as needed.

Post-Accident Testing - In the event any County i owned vehicle is involved in an accident
with damages exceeding $1000.00 or physical injuries occur, the law enforcement agency
that has jurisdiction shall be summoned to the site for preparation of a report. The operator
shall immediately or as soon as it is reasonably possible, submit to a drug/alcohol test, but
no later than 24 hours of the incident. The operator of the vehicle shall file a report with
his/her supervisor. The supervisor shall forward a report to the Risk Manager to allow
notification of the County insurer to conduct an investigation if necessary. (Refer to
Bonner County Drug Policy; Page 3 C: Post Accident Testing)

All County employees using their own vehicles for County business shall carry the Idaho
statutory minimum required liability insurance. Employees insurance will be primary in
case of an accident, and the county insurance will be secondary. Use of a personal car
for county business must be approved by your supervisor prior to the event. Mileage
reimbursement will be based on the current index allowed by the Internal Revenue
Service.

Because Bonner county employees are among the most visible representatives of local
government, these employees have a duty to operate County vehicles in a legal, safe, and
courteous manner. Defensive driving is a matter of personal practice, which involves
proper motivation and development of a positive mental attitude towards driving.

1006.15. Lodging Expenditures

Employees are encouraged to obtain lodging at the government rate, if available, or the
lowest possible lodging rate. Prior arrangements should be made with the hotel for direct
billing to eliminate sales tax/motel tax on the lodging bill. If direct billing is not possible,
then the bill should be paid by using a county issued credit card. If an employee chooses
to use his/her own personal credit card, Bonner County will not reimburse the employee
for tax charges associated with the lodging bill. Hotels are under no obligation to remove
those tax fees from a private paid billing. Our sales tax exemption applies only to the State
of Idaho.

The daily lodging reimbursement amount allowed will be the single rate for the employee
only. Any additional amount will be considered a personal expense and must be
paid by the employee.

Items charged to the room and appearing on the lodging bill such as movie rentals, lounge
charges, and other personal, incidental expenses will not be paid for by the County. Any
such charges should be paid in full by the employee prior to checking out of the
establishment. If any such expenses appear on the lodging bill submitted to the County
for payment, they must be accompanied by the inclusion of the e mp | o ypersoda$
check, made payable to the vendor, if a direct billing, for the full amount. Employees are
permitted one personal phone call for each day of overnight lodging. The suggested time
limit is 5 minutes. Calls exceeding this limit are subject to department head approval.
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1006.16. Work Day/Overtime Determination

Most County employees are hourly wage earners rather than salaried workers and are
subject to the overtime requirements of the IRS. Those wage earners shall use
the following to determine their hours worked during the period of travel on County
authorized business, to wit;

A. Much out of County travel necessitates the employee leaving the day before a
conference is to begin. On the day of travel the workday shall begin at the time
of departure from their regularly assigned work station. No allowance will be made for
travel between their home and the office. The workday shall end when the employee
arrives at their destination for that night. The workday shall not include any stops for
meals or other personal business. Meal stops will be charged at 1 full hour each for
breakfast, lunch, and dinner for each meal for which per diem has been authorized.
For conferences or meetings attended away from home, the employee will receive pay
for their regular scheduled work day hours.

The above assumes that travel will be to a destination far from Bonner County
and requiring the use of most of the day to get there. For conferences or
training scheduled for shorter distances, the employee should leave the work
station at a time suitable to have them arrive at their destination. The workday
begins with the departure time and ends at a suitable time when the employee
returns to their work station.

1006.17. Authorized Business Meal Expenditures

Meal expenditures will generally fall into one of the three
categories:

1) Those incurred due to overnight
travel

2) Those incurred as part of a registration fee to attend a conference

3) Those incurred when no overnight travel is
involved

A. Per Diem will be the method used by the County for
expenditures incurred by an employee while on overnight
County work related travel. Per Diem shall be paid to the
traveler in accordance with the amounts set by the
Board of County Commissioners pursuant to Appendix B,
up to the maximum allowed by law, for all official travel
which mandates an overnight stay. No Per Diem will be
allowed for business meals that do not involve overnight
travel, as per IRS rulings. It is not always appropriate to
obtain a full per diem for in-transit days. Per Diem will be
paid for in-transit days according to the following schedule
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with no additional allowances made for tips.

PER DIEM ALLOWANCE

SCHEDULE
MEAL DEPARTURE TIME DOLLAR AMOUNT
Breakfast Before 7:00 am Federal Reimbursement rate i See Appendix B
Lunch Before 12:00 Noon Federal Reimbursementrate i See Appendix B
Dinner After 5:00 pm Federal Reimbursementrate i See Appendix B
B. Meal allowances associated with a registration fee to attend a conference

or training seminar will be allowed at the established rate for that conference.
Documentation of the meals included in the registration fee should be attached to the
expenditure claim form. If meals are furnished as part of a conference registration fee,
the employee shall be reimbursed only for meals not provided at the partial day meal
reimbursement rate, pursuant to Appendix B.

C. Reimbursement for meal expenditures associated with County business that
does pot include overnight travel will be based upon the submission of griginal
actual receipts attached to an expenditure claim form. The reimbursement rate will not
exceed the limits established above.

The occasional in-county business lunch/dinner necessitated by the presence of
visiting dignitaries, associates or venders will be permitted. Occasional should be
defined as occurring less as 5 times per year. These meetings are usually limited
to Elected Officials and/or Department heads/directors. It will be appropriate for the
County to pick up the entire bill for such a luncheon/dinner. The above dollar amount
will not apply.

In all instances noted above, it will be possible for the employee to receive meal
allowances prior to the expense actually being incurred. Any overpayment requiring
a refund to the County should be documented and repaid by a personal check payable
to Bonner County. Any underpayments that do not exceed the limits established above
will be reimbursed to the employee upon presentation of proper documentation and/or
original receipts.

The destination, time and date of departure and return to official station must be shown
on the travel expense voucher for each trip.
1006.18. Partial Day Reimbursement
1006 Travel Policy Page |9



Where employees are absent from their official work station for less than twenty-four (24)
hours, a partial day reimbursement for meals, including gratuity, shall be paid to the
traveler at the maximum rate set by the Board of County Commissioners pursuant to
Appendix B, Partial Day Per Diem Reimbursement. Each department may adopt an
internal policy regarding partial day per diem reimbursement whenever travel does not
involve an overnight stay.

For travel involving an overnight stay a partial day reimbursement for per diem shall be
paid to the traveler at the maximum rate set by the Board of County Commissioners
pursuant to Appendix B, Partial Day Meal Reimbursement, within the following limitations:

Breakfast: If the actual departure time is 7:00 a.m. or before, or if the return time is 8:00
am or after.

Lunch: If the actual departure time is 11:00 a.m. or before, or if the return time is 2:00
p.m. or after.

Dinner: If the actual departure time is 5:00 p.m. or before, or if the return time is 7:00
p.m. or after.

1006.19. Compensatory Time for Travel

Compensatory time for travel will be granted in accordance with Fair Labor Standards Act
Regulations 29 C.F.R. Section 785.38, 785.39, 785.40, 785.41, to all employees except
those listedasfi n ecro v e oréice X e mrpér the FLSA.

1006.20. Internal Auditing of Travel Expense Vouchers

It is the responsibility of individual departments to audit all expense vouchers thoroughly
to ensure their completeness, correctness, and fiscal integrity. All claims must be
presented in a legible manner. Each department will keep a complete record of all
employee travel by maintaining a copy of the travel expense voucher and all applicable
supporting documentation accompanying the claim. Records will be maintained by the
department for a period of three (3) years or until the next audit of financial records is
completed.

1006.21. Third Party Reimbursement, Rebates, Promotions

When a third party is expected to reimburse the County for the trip, that information along
with the name and billing address of the third party must be included on the travel request.
The reimbursement must be made to the agency paying the original travel or endorsed in
thea g e n dayod. s

Travel awards and benefits such as frequent flyer miles awarded as a result of the County
travel will become the property of the traveler and not be claimed by the County.
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